
MOHAMMAD 
MAJID
Administration Manager

+923173434639

mohammadmajid116@gmail.com

Pakistan, Larkana, Nadra office luhar 

colony larkana Sindh Pakistan, 77150

SKILLS

Communication

Expert

Teamwork

Expert

Creativity

Expert

Problem-solving

Expert

Leadership

Expert

Adaptability

Expert

Openness

Expert

Customer service

Expert

Computer operator

Expert

Problem Solving

Expert

Supervisory Skills

Expert

Microsoft Office Suite

Expert

Negotiation Skills

Expert

Conflict Resolution

Expert

HOBBIES

Traveling

Photography

PERSONAL INFO

Date of birth: 4 January 1993

PROFESSIONAL SUMMARY

With over 10 years of experience as an Administration Manager, I have a 

proven track record of successfully managing and leading administrat-

ive teams. My biggest achievement in this role has been implementing 

streamlined processes that resulted in a 25% increase in efficiency and 

cost-savings for the company. My strong communication and organizatio-

nal skills, along with my attention to detail, have allowed me to effectively 

handle multiple projects and meet tight deadlines. I am highly proficient 

in project management software and possess advanced knowledge of 

Microsoft Office Suite. My ability to adapt to changing environments and my 

strong problem-solving skills make me an asset to any organization.

EXPERIENCE

Csr customer service

, Pakistan, Larkana

March 2017 - August 2019

During my time as a CSR customer service representative, I consistently provided 

exceptional customer service by handling inquiries and resolving issues in a timely 

and professional manner. I also demonstrated strong communication skills and 

attention to detail while maintaining a positive and welcoming attitude towards all 

customers.

Supervisor

Bin khalel supermarket, Pakistan, Larkana

September 2019 - February 2022

As a Supervisor at Bin Khalel Supermarket in Pakistan from September 2019 to 

February 2022, I was responsible for overseeing the day-to-day operations of 

the store. This included managing and training a team of 15 employees, ensuring 

compliance with company policies and procedures, and maintaining high levels of 

customer satisfaction.

•  Supervised and trained team of 15 employees

•  Ensured adherence to company policies and procedures

•  Maintained high levels of customer satisfaction

•  Managed inventory and ordering processes

•  Conducted performance evaluations for team members

•  Implemented cost-saving measures to increase profits

http://#


Place of birth: Pakistan

Nationality: Pakistani

Sales manager

Housing scheme, Pakistan, Larkana

March 2022 - December 2023

As a Sales Manager at Housing Scheme in Pakistan from March 2022 to December 

2023, I oversaw the sales team and successfully increased revenue by 25% through 

effective strategies and customer relationship management. I also collaborated with 

marketing and operations departments to drive business growth and maintain a high 

level of customer satisfaction.

•  Managed sales team

•  Increased revenue by 25%

•  Collaborated with marketing and operations

•  Maintained high customer satisfaction

Project manager

Housing scheme, Pakistan, Larkana

January 2023 - April 2025

As a Project Manager at Housing Scheme in Pakistan from January 2023 to April 2025, 

I successfully oversaw the development and completion of various housing projects. 

With my strong leadership skills and attention to detail, I ensured that all projects 

were completed on time, within budget, and met the quality standards set by the 

company.

•  Managed multiple housing projects simultaneously

•  Coordinated with various contractors and vendors

•  Conducted regular progress meetings with stakeholders

•  Successfully achieved project goals and objectives

EDUCATION

Bachelor of Science (BS), Shah Abdul Latif University Khairpur, Pakistan, Larkana

2014 - 

DAE in civil engineering, Board of technical education Karachi, Pakistan, Karachi

2011 - 


