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     RESUME
   Personal Details:

    Date of Birth     :   18 Feb-1985
    Nationality        :   Pakistani

    Marital Status   :   Single

    Religion            :   Islam

    Languages       :   English, Urdu,                                 

    Visa Status       :   Visit Visa

)
   My Strengths:

· Operation Management

· Time Management

· Team Management

· Inventory Management

· Front desk Operation
· Floor Management
· Supply Chain Management
· Training & Development
· Team Work & Team Building
· Marketing & Sales
· Delivery Area Expansion
· Food & Health Safety
· PIC Certified (Person In charge)



Maaz 
Company) Peshawar, Pakistan (http://www.iblops.com)
Period:

January - 2015 to 20 April 2016
Position:

Operation Officer
· Responsibilities Warehouse management and Logistics support
· Managing Pharma and consumer warehouse operations. 
· Follow different SOP’s to run smooth operation 
· Ensured provision of service in terms of order accuracy and time management
· “LIFO” “FIFO” and “AVERAGE” managing 
· Stock checking preparation and process 

· Perfect data entry in Computerized Sales system.

· Daily Weekly or monthly (As required) Stock Audit to ensure error free transactions
· Damage and Shortage Tracking and control.
· Ensured smooth coordination between the back-end and front-end activities
· Managed inventory and stocks and supplies
· Managed customer complaints and queries
· Stock Receiving, Dispatching,

· Weekly Monthly audit of warehouse. 
Accomplishment
· Trained new employee of warehouse and supplies. 
Strategic Achievement in Business Development
· Extension of Territory
· Delivery Team Development

· Delivery Area Development

· Marketing & Sales Objectives
· Annual Development Plan.
 Grand Mart Trading  
(Hypermarkets Supermarkets) (Dubai, UAE)
Period:

Sep-2013 to Dec-2014

Position:
Warehouse Officer
· Responsibilities of warehouse operations. 
· Managed inventory and stocks and supplies
· Managed customer complaints and queries
· Stock Receiving, Dispatching,

· Weekly Monthly audit of warehouse
·  Extensive leadership, decision making ,relationship  buildings
· Supervise receipt of all shipments. Process receiving, discrepancy, and damage reports as needed. 

· Move inventory to various locations manually and by operating mechanical equipment, including fork lift, pallet jack, and handcart. 

· Load and unload delivery truck by hand or with pallet jack. 

· Assume responsibility for delivery of all items received by warehouse to proper school or department on a daily basis. 

· Evaluate complaints received on shipments of equipment and supplies and take appropriate action.
· Supervise warehousing and storage of all supplies, equipment, surplus classroom furniture and equipment, certain school records, and consumable materials. 

· Supervise maintenance of computerized inventory records.

Abu Dawood Trading Company 
 (Peshawar Pakistan)
Period:

May-2009 June-2013


Position:
CS&Logistics Supervisor
· Customer Support and build relation in local and international market.
· Responsible all branch operational and supply chain management.
· Accountable for the Annual Physical Inventory of all materials/stocks.

· Prepare report of all properties/equipment’s/stocks in hand balance.

· Inspects materials in their storage locations to ensure that the sensitive are not deteriorated/damage for issuance purposes.

· Physical Checks & Variance reports.

· Managed vendor accounts, tracked inventory levels, and ordered merchandise, coordinating purchases and delivery schedule with store manager

·  Oversaw organization and maintenance of stockroom

· Cultivated relationships using strong follow-up techniques
· Improved management techniques and attention to detail, developed and maintained relationships with Dealers
· Developed presentations selling product ideas, delivered personal attention to customers to ensure high level of satisfaction from conception to delivery of product.

· Provided strategic leadership and operating support to influence business managers to accept better practices and sourcing processes.
· Assisted customers with inquiries, issues, and complaints.
· Accomplishments
· Awarded certificate for best performance in region.

· Give Training to sales team of using HHT.
 VIP House Hotel   
(Peshawar Pakistan)            


Period:

March-2006-April-2009

Position:
Front Desk Officer
· Register guests and assigns rooms. Accommodates special requests whenever possible
· Assists in preregistration and blocking of rooms for reservations.

· Thoroughly understand and adheres to proper credit, check- cashing, and cash handling policies and procedures.

· Understands room status and room status tracking.

· Knows room locations, types of rooms available, and room rates.

· Uses suggestive selling techniques to sell rooms and to promote other services of the hotel.

· Coordinates room status updates with the housekeeping department by notification housekeeping of all check outs, late checkouts, early chek-ins, special requests, and day use rooms.

· Possesses a working knowledge of the reservations department. Takes same day reservations and future reservations when necessary. Knows cancellation procedures.

· File room keys (only for manual room key hotels)

EDUCATIONAL BACKGROUND
MBA​—Peshawar Pakistan
· Bachelors  – Peshawar, Pakistan
· F.sc ---Peshawar, Pakistan.
REWARS & CERTIFICATES

· USAID (PRCS) first aid training certificate awarded.

· Work voluntarily: for hold in flood affected areas. Voluntary certificate

· Certificate of Achievement for giving Training of HHT to sales team.
· Awarded a certificate for hard working and best performance in SAP (SD, MM, FI) in region. From Abu 
dawood trading company.

Computer Skills
· Proficient in Ms. Office, Internet and in sales data management

· DIT from CMI (Creative Mind Innovator) institute (Peshawar)

· AX ERP RETAIL MARK, VISION RETAIL MARK, 
· SAP (SD, MM, FI, HR).
Declaration:
I am considering myself familiar with HR and Administration aspects.
I hereby declare that the aforesaid information supplied is true to the best of my knowledge and believes.

NOTE:        (References will be provided if requested)
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