
 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 
 

+971567014067 

   mariyamkhan081@gmail.com 

  Al Qusais, UAE 

https://www.linkedin.com/in/marrium-
shahbaz-34aaaa180/ 

 

P R O F I L E 
Verifiable experience in handling administration activity including 
document control, Greeting and directing visitors, answering phone 
inquiries and handling complaints in a courteous, professional manner, and 
maintaining minimum balance quantity of each product. Skilled in Ensuring 
office supplies are maintained, including checking inventory and working 
with vendors to ensure adequate levels of necessary supplies at all times, 
Occasionally traveling off-site to deliver reports or files to other 
departments. Ensuring the confidentiality and security of files and filing 
systems, Coordinating schedules, arranging meetings, distributing memos 
and reports and ensuring that everyone is kept current of necessary 
company news and information, Operating copy equipment, fax machines, 
printers or other equipment necessary 

E D U C A T I O N 

University of Veterinary And 
Animal Sciences 
2015-2019 

BS hons Microbiology 

B.I.S.E Lahore 
2013-2015 

HSSC 

B.I.S.E Lahore 
2011-2013 

SSC 

 
L A N G U A G E 

English, Urdu 

E X P E R I E N C E 
ADMIN OFFICER 
Meezan Educational Institute, Lahore                                                     
December, 2016 – July , 2019  

 Coordinating all administrative processes. 
 Managing budgets, policies and events. 
 Resolving conflicts or other issues as they occur.  
 Greeting and directing visitors, answering phone inquiries and 

handling complaints in a courteous, professional manner, and 
maintaining minimum balance quantity of each product.  

 Skilled in Ensuring office supplies are maintained, including checking 
inventory and working with vendors to ensure adequate levels of 
necessary supplies at all times,  

 Operating copy equipment, fax machines, printers or other 
equipment necessary 

MEDICAL LABORATORY TECHNICIAN 
Shaafi laboratories and diagnostic center                                               
August, 2019- September, 2021   

 Staff duty charting maintaining staff ratio, recruiting staff. Quality 
maintenance and answering complaints. 

 Stock maintenance. Purchasing accordingly 
 Handling biomedical lab equipment’s and machinery, service and 

calibration book keeping 

MOLECULAR TECHNOLOGIST  

BSL-3 Laboratory for Emerging Pathogens, Pakistan                                              
October 2021- March 2022  
 Sampling of the virus from the covid patients    
 Extraction of the viral nucleic acid from the samples by using UNIMEDIC 

extraction kit  
 Amplification of the viral nucleic acid by using RT-PCR   

SENIOR MICROBIOLOGIST OFFICER 
Enzon Pharma Labs, (Pvt) Ltd, Pakistan  
June 2022– April, 2023 

 Environmental and area monitoring of the sterile and non-sterile area. 
 Sterility testing and Endotoxin testing of sterile products  

 

 
SKILLS  

Time Management |Maintenance | 
Microsoft Word | Data Analysis 
|Collaborative | Excellent Interpersonal 
Skills | Decisive And Organized | 
Enthusiastic | Excellent Communication 
Skills | Self Motivated Achiever | Strong 
Technical Skills | Willing To Travel | 
Ability To Focus Under Pressure And 
Meet Deadlines| Team Leadership| 
Inventory Management  

Marrium Shahbaz  
A D M I N   O F F I C E R / H R    E X E C U T I V E 
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