Admin Officer
A. Office & Administrative Management 
1. 
1. Filing and record management systems
1. Office correspondence and documentation
1. Procurement basics and vendor coordination
1. Asset and inventory management
1. Meeting coordination and minute-taking
1. Travel, transport, and logistics arrangements
1. Facility and administrative support services

B. Human Resource & Personnel 
1. 
1. Personnel record-keeping
1. Attendance and leave management
1. Recruitment support and onboarding coordination
1. HR policies and staff service rules
1. Basic grievance-handling procedures

C. Financial & Procurement Administration 
1. 
1. Basic budgeting and expense tracking
1. Procurement procedures and documentation
1. Vendor and contract management basics
1. Financial record-keeping for administrative functions

D. Organizational Policies, Compliance & Ethics 
1. 
1. Organizational policies and Standard Operating Procedures (SOPs)
1. Code of conduct and professional ethics
1. Confidentiality and information handling
1. Donor compliance basics (development/health sector)
1. Office-level health, safety, and security procedures

E. Public Administration & Management Principles 
1. 
1. Principles of management (planning, organizing, staffing, directing, controlling)
1. Public administration fundamentals
1. Organizational behaviour and inter-departmental coordination
1. Report writing and official correspondence drafting

F. General Knowledge & Current Affairs 
1. 
1. Basic health-related national Programs
1. Pakistan health system
1. Basic ethics and professional responsibilities

G. English & Communication 
1. 
1. Grammar
1. Vocabulary
1. Sentence correction
1. Reading comprehension
1. Professional/technical terminology relevant to the role
1. Communication with colleagues, communities, and stakeholders

H. Computer / IT 
1. 
1. MS Word
1. MS Excel
1. MS PowerPoint (basic)
1. Basic computing and file management
1. Basic data entry
1. Email and official correspondence
1. Basic information security

