Zaibi Khan
Aurora, CO 
303-345-5185
zaibikhan@msn.com

Summary
A driven professional with over 12 years of experience as an Executive Assistant / Hr Coordinator and Project Coordinator  in a corporate environment. Possess strong organizational abilities combined with excellent interpersonal, communication and leadership skills. Ability to interact with staff at all levels of an organization. A proven track record of accomplishment in accounting, customer relations, scheduling, staff supervision and general office operations approached with a can-do attitude. Consistently recognized for possessing a strong work ethic, being a team player and proactively seeking development opportunities.  

Professional Experience
Carmel Partners, Inc. 
Project Coordinator,         Temporary project                                             Jan 2013 – June 2013
· Prepared contracts, purchase orders, exhibits, and templates.
· Maintaining all files, logs and spreadsheets.
· Confirm that insurance requirements of all contractors and vendors are current and certificates on file.
	
	
	
	


· Worked closely with program managers and project managers to support the successful development and implementation of project schedules
· Organized, detail oriented and has the ability to work in a fast-changing entrepreneurial environment
· Analyzed and monitored the project reports to sort out issues in documentation section
· Allocated resources to various departments and managers as per their needs and requirements
Janus Capital Group
HR Coordinator				                                                                         April 2011 to Aug 2012
· Set up meetings and interview schedules as part of recruitment process – Received applicants and guided them, functioning as company representative.
· Preparing and sending new employee orientation packages.
· Coordinate and perform a range of staff and operational support activities to ensure that operations run smoothly. Serve as a liaison with other departments and operating units in the proactive resolution of day-to-day Hr and operational issues.
· Managed, organized and updated files, records, charts and reports – Performed HR office services such as: filing documents, printing reports and documents, stocking of equipment and supplies.
· Ordered and managed supplies, ordered office-staff lunches, handled phone calls and messages, incoming as well as outgoing.
· Made reservations and coordinated travel schedules for management
Metropolis Realty
Executive Assistant			                                                      February 2004 to November 2010
· Cost-effectively handled all travel, shipping, purchasing and reconciling of office orders. Saved the company approximately $22,000 annually on travel expenses.
·  Managed the daily office activity to ensure all operations ran smoothly.
· Organized meetings, handled filing, prepared reports, maintained office calendar and managed incoming mail.
· Tracked and filed documentation related to sales and closings of residential and commercial real estate.
· Maintained office equipment.
· Coverage for the Receptionist during breaks and lunch hours.
· Handled confidential and sensitive information with discretion
· Placed orders for office equipment, supplies and services while maintaining a focus on cost effectiveness.
· Responded to incoming mail, email and voicemail on behalf of the Executive.	
· Perform secretarial and managerial duties as per the instructions of the Executive.
· Performed other Executive assistant tasks as required
Additional Qualifications/Skills
· Proficient in the Microsoft Office suite including MS Word, MS Excel and MS Outlook.
· Strong familiarity with Window 98, XP and Windows Vista.
·  Multilingual; speak Hindi, Urdu, Punjabi and English.
· Consistently recognized for having a positive attitude and being a team player.
· Complex Problem Solving.
· Employee relationship.
· Customer service.
· Public speaking and presentations.
· Judgment and Decision Making

Education

Yasir public school (High school) .
Bachelor of Science in History from Bahria University (With honors).
Associate in Business Administration. 


