
 
MUHAMMAD KHIZAR KHAN 

OFFICE ADMINISTRATION 05 
YEARS EXPERIENCE 

 
 
 
PERSONAL  
Father Name : Nawaz Ahmed Khan 

Passport No. # : CN4154291 

Nationality : Pakistani 

Date of Birth  : 01-March-2000 

Religion : Islam 

Marital Status : Single 

Experience : 05 years 

Current Location : Jeddah 

LANGUEGES 
Basic Arabic 
English 
Urdu 
Hindi 

SKILLS 
MS Word                   

MS Excel 

Office Management 

Communication Skills 

Document Handling 

& Filling   

Data Entry & Record Keeping 

Customer Service 

Multitasking & Problem  

Confidentiality & Professionalism 

 Contact  
Phone 
+966 558063297 

WhatsApp 
+923105829780 

Email 
Khizar.jadoon312@gmail.com 

Address 
Jeddah, Kingdom of Saudi Arabia 

OBJECTIVE 
 

Motivated and detail-oriented professional seeking a position 
in Office Administration where I can utilize my organizational, 
communication, and multitasking skills to ensure efficient 
office operations and contribute to the overall success of the 
organization. Eager to support team productivity and 
maintain a professional and well-organized work 
environment. 

EDUCATION 
 

 

 DAE (Diploma of Associate Engineering) (3 Years) 
RAWALPINDI  POLYTECHNIC  INSTITUTE,TIPU ROAD, 
RAWALPINDI, LAHORE BOARD 

 Matriculation GLORIOUS ENGLISH SCHOOL, DHOKE 
SYEDAN, RAWALPINDI CANTT, FBISE ISLAMABAD 
BOARD 

HISTORY OF PROFESSIONAL EXPERIENCE 
 

COMPANY NAME NISA.SF & NISA IMPEX (PVT) LTD 
 Duration : 0 1  J a n , 2021 TO 28 Mar,2025 
 Designation  : Institution Manager   

 Location : Islamabad, Pakistan  

RESPONSIBILITIES 
 

 Ensure the smooth running of daily office tasks. 
 Supervise office maintenance and cleanliness. 
 Coordinate office supplies and inventory management. 
 Maintain accurate records and filing systems (both physical and 

digital). 
 Update databases with employee, financial, or customer 

information. 
 Prepare and manage confidential documents. 
   Maintain accurate records and filing systems (both physical and    

  digital). 
 Update databases with employee, financial, or customer 

information. 
 Prepare and manage confidential documents. 
 Enter and manage data in spreadsheets and systems. 
 Generate regular reports for performance, expenses, or 

attendance. 
            



EXPERIENCE IN PREPARING TENDERS:  
I have comprehensive experience in preparing and managing tenders for both government and private sector 
projects. My role involved coordinating the entire tendering process from reviewing bid invitations to final 
submission, ensuring accuracy, compliance, and timely delivery. 
Key Responsibilities: 

 Analyzing tender documents (RFPs, RFQs, BOQs, etc.) and identifying key requirements. 
 Coordinating with internal departments (technical, legal, finance) for relevant inputs. 
 Preparing both technical and financial proposals in compliance with client specifications. 
 Drafting, editing, and formatting tender documents professionally. 
 Managing tender submissions through online portals (e.g., PPRA, SPPRA, NTPC, etc.)and physical 

deliver DGP (Army). 
 Handling pre-bid queries and participating in clarification meetings if required. 
 Maintaining a database of submitted tenders, outcomes, and lessons learned. 
 Ensuring confidentiality and proper documentation throughout the process. 
 

DECLARATION _____________________________________ 
I hereby declare that the information provided above is true and correct to the 
best of my knowledge and belief. I take full responsibility for the authenticity 

of the particulars mentioned in this resume. 
 



 



 



 
 
 
 

 
  



 



 


