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RESIDENTIAL ADDRESS 
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CAREER OBJECTIVE: 
 

▪ To obtain an opportunity that challenges my experience and expertise in order to 
enhance my professional development and personal growth. 

PROFILE SUMMARY: 
 

With over 8 years of diverse experience spanning executive administration, human resources, and 
warehouse operations, I have demonstrated expertise in organizational management, process 
optimization, and team collaboration. 

EMPLOYMENT: 
 
 
 
 

 
 
 
 

 

 
 
 
FAST LINK OUTSOURCING LLC DUBAI & 
ABU DHABI UAE 

(Operation Executive) 
 

(January 2022 to till date) 
 

▪ Act as the primary point of contact for assigned clients, ensuring their 
operational needs are met. 

▪ Build and maintain strong client relationships through regular communication 
and status updates. 

▪ Address client queries, resolve operational challenges, and escalate issues when 
necessary. 

▪ Understand client requirements and ensure the delivery of customized 
solutions. 

▪ Oversee daily operations to ensure timely and accurate service delivery. 
▪ Monitor and improve workflow efficiency by identifying bottlenecks and 

implementing process enhancements. 
▪ Coordinate with internal teams to allocate resources effectively across client 

projects. 
▪ Ensure all operational activities adhere to agreed Service Level Agreements 

(SLAs) and Key Performance Indicators (KPIs). 
▪ Supervise and guide team members to achieve operational goals. 
▪ Develop and implement standard operating procedures (SOPs) for consistent 

service delivery. 
▪ Monitor compliance with organizational policies and client agreements. 
▪ Manage documentation, reporting, and analysis of operational data. 
 

 
 



 

SAMI PHARMACEUTICAL (PAKISTAN) 

 HUMAN RESOURCE OFFICE 
{Dec 2018 to November 2021} 

 
▪ Support the development and implementation of HR initiatives and systems 
▪ Provide counseling on policies and procedures 
▪ Be actively involved in recruitment by preparing job descriptions, posting ads and 

managing the hiring process 
▪ Create and implement effective onboarding plans 
▪ Develop training and development programs 
▪ Assist in performance management processes 
▪ Support the management of disciplinary and grievance issues 
▪ Maintain employee records (attendance, EEO data etc.) According to policy and legal 

requirements 
▪ Review employment and working conditions to ensure legal compliance 

 
AFAQ (PAKISTAN) 

(Association for Academic Quality) 

HR & ADMIN EXECUTIVE  
{Nov 2015 to Dec 2018} 

▪ Provide administrative support for HR executives 
▪ Organize, compile, update company personnel records and documentation 
▪ Manage and update HR databases with different information such as new hires, 

terminations, sick leaves, warnings, vacation and days off 
▪ Help in payroll management, preparation and payment 
▪ Prepare, manage and store paperwork for HR policies and procedures 
▪ Answer employees’ questions and provide requested information 
▪ Maintain schedule and coordinate calendar activities 
▪ Assist recruiters in posting job ads on careers pages and processing received 

resumes 
▪ Answer telephone calls and provide needed information 
▪ Create reports for senior management 
▪ Help organize and manage new employee orientation, on-boarding, and training 

programs 

PARAZELSUS PAKISTAN (NOVARTIS DISTRIBUTOR) 
WAREHOUSE SUPERVISOR 
{Jan 2015 to Oct 2015} 

▪ Analyze shipment logs 
▪ Review timeliness of scheduled deliveries. 
▪ Track inventory levels 
▪ Order new supplies in a timely manner 
▪ Constantly work to improve processes 
▪ Make suggestions for productivity improvements 
▪ Optimize employee workflow 
▪ Determine and track most important warehouse KPIs 
▪ Ensure that facility equipment is properly maintained. 
▪ Communicate and collaborate with other team members 
▪ Train, guide and evaluate new warehouse workers. 
▪ Track expenses related to fuel, storage, and truck maintenance. 

 

PERSONAL SKILLS 
 

▪ Communication 

▪ Problem Solving 

▪ Adaptability 

▪ Teamwork 



 
 

 
 

CAREER PLANNING 
 

▪ Any Position in Human Resource and Supply Chain Department where my abilities      and skills will be 
utilized to benefit my employer and their client. 

 
WHY ATAUR REHMAN 

▪ Performance-oriented professional with strong attention to detail, ensures all procedures are 
completed with accuracy and within stringent deadlines to make sure smooth operations are 
maintained across the organization 

▪ Supportive team player collaborates with cross functional departments to identify improvement needs 
and communicate suggestions to respective professionals to achieve target KPIs including yield, 
productivity, quality and cost-effectiveness. 

 
 

 

 

LINKEDIN 
▪ ATAUR REHMAN 

▪ LINK: https://www.linkedin.com/in/ataur-rehman-b68505a4/  

AREA OF INTREST 
 

▪ Human Resource & Administration 
▪ Supply Chain 
 

 

EDUCATION TIMELINE 
 

 
 

▪ BS (BACHELOR OF BUSINESS ADMINISTRATION) 
▪ UNIVERSITY OF KARACHI 

{2010 to 2014} 

 
 

 
IT SKILLS 
 

▪ General use for installing the system software and little bit more 
▪ Windows (9X/Me/2000/XP/VISTA) – 
▪ Knows moderate use of windows OS with its applications. 

▪ Internet Utilization 
▪ Search engine submission, Ad-Sense, Ad-Words, Email Marketing. 
▪ Office Suit 
▪ Spread Sheet, Word, Excel, Front Page of Microsoft as well as Open Source. 
▪ SAP HCM Module 

REFERENCES 
 

Reference to be furnished upon request. 


