
AQIB SHABIR MUHAMMAD
SHABIR

PROFESSIONAL SUMMARY

.
Ambitious planner and organizer with drive for professional and corporate success. Works
collaboratively to align logistics with objectives. Strong deadline management and
coordination skills.
Organized equipped with skillful management of complex task loads. Coordinates workflow
and monitors follow-through to maintain organisational targets. Collaborative
communicator with excellent conflict-resolution skills.
Ambitious individual brings skills in file management and schedule coordination. Thrives in
fast-paced environments with keen attention to detail and solid time management skills.
Motivated to contribute high-value support to team projects.

WORK HISTORY

November 2021 - Current
AL FHAMEED SPECIALIZATION PROJECT - Coordinator, Al Ain City, Abu Dhabi

July 2017 - July 2021
AL FURSAN RECRUITMENT - ADMINISTRATIVE OFFICER , Al Ain City, Abu Dhabi

Maintained all project documentation, guaranteeing accuracy and accessibility.•
Explored new opportunities whilst maintaining focus on core responsibilities.•
Oversaw daily operations ensuring consistency in quality and service delivery.•
Collaborated across departments for strategic planning purposes.•

Improved file management system through systematic categorisation and labelling
practices.

•

Managed incoming calls for efficient handling of enquiries and complaints.•
Coordinated travel arrangements for staff members leading to hassle-free business
trips.

•

Responded promptly to emails, letters and phone calls; facilitated seamless external
communication.

•

SKILLS

Understanding of road laws•
Knowledge of roadside assistance•
Breakdown handling•

Stress handling•
Basic first aid certification•
People transport•

AFFILIATIONS

CRICKET•
FOOTBALL•

CERTIFICATIONS

DRIVING LICENSE NO 3 YEAR 2019

shabiraqib1155@gmail.com

+971561628059

Al Ain City, United Arab Emirates
000000

EDUCATION

High School Diploma, SCINCE
GOV HIGH SCHOOL SATORA ,
PAKISTAN
January 2005 - March 2010

Diploma, CIVIL ASSOCIATES
ENGINEERING
GOV COLLEGE OF TECHNOLOGY
ABBOTTABAD , PAKISTAN
June 2010 - March 2013

LANGUAGES

English:
Arabic:
Urdu:
Punjabi:


