[bookmark: _Hlk508102621]ATAUL HAQ 
Phone cell: +1 206 451 9937- Email: ataulhaq57@yahoo.co.uk
Current residence – 2501 Maryland Road, Willow Grove, PA 19090
Master’s Degree:  Political Science/Public Admin from University of Peshawar 
Professional Certificates: USDA Graduate School, Washington DC - Project Management- 1993, & Strategic Planning - 1995 

SUMMARY OF PROFESSIONAL WORK & SKILLS
[bookmark: _GoBack]Reception/Host- Greeter. Front End Cashier. Office Assistant. Asset Protection. Infrastructure Development Monitoring, Process bidding Documents and EOI. Communication Management. Customer Service. Member Service Management, Admin Support Services, Scheduling, Mail Sorting & distribution. Event Planning & Organization, Minutes Taking, Filing Management, Documentation, Editing & Proofread. Contract Development. Proposal Writing. Inventory Control. Human Resource, Billing, Vouchers Scrutiny, Budget Support.
Computer skills: Microsoft Word Suite, Excel, PowerPoint & Internet, Editing, Emailing.

WORK EXPERIENCE.
Shell Company Cashier/Front Office- Willow Grove, PA - 08/2018 (Current P/T) 
Cashier. Front End. Customer Services. Handling Reward cards, Processing Discounts, Cleaning, Restocking. Providing product information. Engaging and Retaining Customers.
Member Service Cashier, Sam’s Club, Welsh Road, Willow Grove, PA Oct-2018 (Current P/T)
Member Service Cashier. Front End. Customer Services. Retail Merchandise Sale, Membership motivation & promotion. Cash dealing, Resolving issues with orders/bookings, Gift Card & Reward cards handling, Processing Discounts, Cleaning, Restocking. Providing product information, Engaging and Retaining Customers.
Project Assistant – Al-Qirqisani Education Fund, Philadelphia. Feb 2018-July 2018–(Admin/Clerical)
Administrative Support, Clerical Functions, Documentation, Searching Websites, Preparing   Spreadsheets, Handling mail and Correspondence. Editing & Proof Reading, Taking Meeting Minutes, Office Machines Operation, Participation in Meetings, Utilizing MS Word & Excel.
Manager Admin & Business - Dispatch News Desk –June 2015 – Nov 2016 - 
Front Office & Phone Communication. Customer Service, Administrative Service Support, Promotion of Products. Supervise Field Staff. Scheduling, Correspondence & Documentation, Editing & Proof Read, Communication, Basic Bookkeeping, Mail, Filing, Clerical Functions. Compile delivery reports. 
Manager/Administrator, Local Governance School - Peshawar-  Jul 2013 – May 2015 - 
First Contact/Communication base in a Professional School. Office Management, Admin Support Services. Scheduling, Travel Arrangements, Setting Appointments. Communicate & liaise with the Management, Parents & personnel. Coordination of admin activities, Up keeping the Premises, Board & Lodge for Students/Guests. Facilitating Librarian. Office Machines Operations. Information analysis.  Enrollment facilitation. Create Training Modules. Post -Training Evaluation, Monitor individual progress.

Secretary & Admin-May 1991 - Jul 2013, (Reception & Admin Services in Municipal admn).
A Focal point for 22000 employees & Elected Rep. Office Management of the Municipal HQ of the Province. Executive Assistance to the Municipal Management. Communication, File Work. Documentation. Coordination. Human Resource. Supervise the Municipal services, development and financial monitoring. Integrating Sale of Local Products with Development of skills. Scheduling, Minutes Taking, Travel arrangement, Documentation, Presentations, Administrative Services, Events & exhibition organization.

Achievements.
Secured Thomas Jefferson Scholarship award through USAID for steering the an integrated socio-economic and health clinics based project to success.
Strengthened the weak Municipal Units on term investments for capacity development resulting into construction of productive and income generation projects.
Enhanced honorary membership in various institutions through combined packages of business incentives & business campaigns. 
Negotiated with GIZ (Germany) SECURING funds to set up a Library, Capacity Dev & Research projects thus saved millions to the Project Management.
Organized and mobilized 700 Community Development Organizations with a 30% Community upfront cash contribution to save millions to the Government.
Professional Referees:
Mr. Samuel Z. Klausner, President Al-Qirqisani 
Professor Emeritus, University of Pennsylvania, 
7055 Greenhill Road, Philadelphia, PA 19151
Email: sklausne@upenn.edu Ph: 215-473-6034

Fran, Manager Shell Star-wash & Gas Station
2595 Maryland Road, Willow Grove, PA- Phone: 215-830-0788

Ali Asghar, Secretary Population, Government of KP, Pakistan
Population Department, Civil Secretariat, Peshawar, 25000.
Cell: +92 333 9400455 – Email: asghar48@gmail.com

Lindsy, Supervisor, Sam’s Club, 3925 Welsh Road, Willow Grove, PA 19090.
Email: samsclubquestions@samsclub.com – Phone: 215 657 1837

