SAHAR NASEEM

OPERATIONS & PROJECT COORDINATOR | EXECUTIVE ASSISTANT

liford, London, IG3 9AQ + 07485519406 < saharnaseem.va@gmail.com ¢ www.saharnaseem.co.uk

AREAS OF EXPERTISE PROFESSIONAL SUMMARY

OPERATIONS &
LOGISTICS

Operations & Project Coordinator with a degree in Accounting & Finance. Experienced in
international logistics, high-value supplier procurement, and delivering end-to-end events from
initial brief to final budget reconciliation. Skilled at turning complex client requirements into
structured timelines, precise floor plans, and efficient workflows under tight deadlines. Available
for flexible, part-time remote support.

Master run-sheet
scheduling, 3D CAD/floor
planning (Prismm), venue
logistics, attendee & digital

RSVP database tracking.
alahase fracking PROFESSIONAL EXPERIENCE

COMMERCIAL &

PROCUREMENT Operations & Project Coordinator (Part-Time) Jul 2023 - Present

Vendor sourcing & vetting,
RFP management,
competitive quote analysis,
contract management,
commercial invoicing.

End-to-End Operational Execution: Managed end-to-end event logistics, delivery timelines,
and master run-sheets for private events and galas of 100 to 350+ guests across multiple US
locations.

Spatial & Floor Planning: Designed detailed 3D venue layouts, staging, and seating plans
SYSTEMS & DIGITAL

COLLATERAL

Google Workspace
administration, MS
Excel/Office, Canva, event
platforms (Paperless Post,

Greenvelope), Jotform,
2FA/IAM security
administration.

EDUCATION &
CREDENTIALS

Associate Degree in
Accounting & Finance

University of Central Punjab,

Pakistan | CGPA: 3.49/4.00

Key Modules: Financial
Accounting (92%), Taxation
Management (90%), Financial
Analysis (86%)

LANGUAGES &
ELIGIBILITY

Languages

English (Fluent), Urdu (Native),

Punjabi (Native)

Work Authorisation

Full UK Working Rights (No
sponsorship required)
Availability

Immediate / Standard Notice

Sahar Naseem — Professional Curriculum Vitae

Operations & Brand Lead (Flexible)

Finance & Administrative Assistant

(35+ tables) using Prismm, ensuring full compliance with venue capacities and safety
regulations.

Procurement & Vendor Negotiations: Sourced, vetted, and contracted international and
domestic suppliers (AV, transport, catering, packaging); developed cost-comparison matrices
to keep projects within client budgets.

Financial Invoicing & Proposals: Produced commercial proposals and structured
milestone-based invoices ($4,000 to $12,000+), managing payment schedules and financial
reconciliation.

Guest & RSVP Management: Administered guest databases and digital communications
across Paperless Post and Greenvelope, resolving international delivery issues and keeping
attendance tracking accurate.

Client Collateral & Print Production: Created executive itineraries, event programmes,
menus, and branded packaging layouts using Canva and Avery print systems.

August 2023 - Present

Pop-Up & Event Operations: Planned and executed retail pop-up stalls and community
vendor markets; managed stand layout, point-of-sale setups, stock logistics, and face-to-face
customer sales.

Production & Inventory Coordination: Oversaw end-to-end product assembly and
packaging workflows, managing stock levels, raw material reorders, and batch record-
keeping.

Supplier & Packaging Procurement: Sourced and negotiated with domestic packaging and
print suppliers, maintaining product quality while controlling unit costs.

Digital Marketing & Content: Created social media assets, product photography, and
promotional digital collateral using Canva and CapCut, driving online engagement and multi-
channel product sales.

Feb 2022 - Jul 2022

Bookkeeping & Tax Administration: Reconciled weekly cash and digital takings, logged
supplier invoices, and maintained sales ledgers; prepared clean financial documentation for
HMRC Self Assessment returns.

Cost Control & Expense Analysis: Analysed utility overheads and retail supplier expenses,
identifying practical cost-saving alternatives that reduced recurring operating costs.

Operations ¢ Project Management ¢ Business Support



