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REGISTRATION FORM (JAN 2015)
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Professio:u/5‘;;;”:"«: N SA\_GS & MAQ\LGT\‘\\(J\ ‘\{\M‘\%{/\@({ - %\)P@R\/M

Industry / Projects CAES D MBRKET NG~ BN \NDOSTRY

Nationality 'PA\(\“')TM\ Place of Birth / City of Origin BA—\.\ At A’L@U R
Gender L=’ Male o Female Marital Status o Single whlarried o Separated
Yeligion \ sLAM Birth date ( DD-MON-YEAR) 1S O0_= \q73
Languages Mother Tongue ?UN'SAB\ Other Languages ENGUSH, URDL, IPRIK)
Qualification MRBRA (\\RAR KETING)

Gulf Experience | __Months | Total Experience _]__L\ Years = Months
Gulf Driving Licer 1 Yes w”No Do you have own car? o Yes p/No

Visa Validity Date D M Y Visa Status wr¥isit o Employment o Student o Dependent
oD —o\~ 2OLlSN

Employment Status wEmployed back in Home Country o Employed in Gulf o Job Less-Unemployed

Last Salary Drawn ? R -5% SO0 Last Salary Verified o Offer Letter = Contract

Expected Salary KED 40&0 1Salary Increment Letter iPay Slip o Statement

How much notice period you will need to join new position? © Can Join Immediate o 1 Week o1 Montho _2, 5&%5

Do you have any kind of health conditinn which can hamper you to perform your duties? wFit to work o Yes

Do you have any kind of outstanding loans / finance / credit card facilities to repay? k/\«:‘{es

Do you have any kind of civil or criminal cases pending against you in any courts? g#No o Yes

What is the reason for your Job Search? % E‘T'(% R OW DRT‘J AN T \/

How many jobs you have applied so far? BAP«'NV How many interview calls you have received so far? N\ L

What is your tale
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f Experience High Acadermic Scores - Mark Sheet Worked 2+ yrs with employer
F ertificate Guif / intl Driving License Post Graduate & Above Education Promoted in Previous Job
iT L Arabic Proficiency On Job Training Certificates Awards or Appreciation
IELTS Proficiency Experience Verified
Bonus Score +Gulf Score + Education Score + Experience Score

{ on documents by our HR Assistants the candidate has achieved total score points of | = Total Score Q

To Interview this candidate please contact Gulfjobseeker.com Office Phone No 04-3970978



                   

Address: Hamriyia, Dubai

Visa Expires: January 20, 2015 


PROFESSIONAL OBJECTIVE

To pursue a long term career with a prestigious & esteem organization by meeting challenging  tasks and career growth opportunities.

PROFILE SUMMARY

Dedicated and technically skilled business professional with a versatile administrative skills. 

Support skill set developed through experience. A highly organized team leader with proven office management skills and lots of initiative. Able to deal people at all levels and capable of ensuring the office runs clockwise. Experience of organizing and supervising managerial and administrative activities, in a busy office environment, all within budget and tight timescales. Knowledge of using a range of office software including MS Outlook, MS Word, MS Excel and MS PowerPoint. 

ACADEMIC QUALIFICATION


Masters in Business Administration, (MBA) (Marketing), Islamia University, Bahawalpur.

EXPERIENCE

SALES & PROCUREMENT MANAGER



JANUARY 2004 TO DATE
REPUTED FIRM, BAHAWALPUR.

(A company involved in production of Biodiesel and International Trading) 

Major Duties:
· Introducing product in the local market
· Negotiations, market identification, purchase of raw material, e-marketing. 
· Reviewing the continuous progress of sales targets, market watch on the hydrocarbon products. 
· Support action in blend making and introduction into the local market for a competitive price advantage to our repeat customers.
· Ongoing customer support, problem resolution, with focus on the required quality 
· Maintaining and updating client database on paper and computer.
· Effectively communicating all product information to local and international market.
· Recruitment and selection of office staff, orientation and training of employees.

· Submitting employee data reports by assembling, preparing and analyzing data.
MANAGER OPERATIONS





JANUARY 2001 – OCTOBER 2004

TAG MEDIA ADVERTISING (PVT) LIMITED
· Producing documents, briefing papers, reports and presentations.

· Managing a team of 10 Staff members.

· Organizing and maintain diaries and making appointments.

· Staff administration including holidays and sickness tracking.

· Assisting with the preparation of monthly management accounts.

· Monitoring of staff timesheets in lieu and holidays.

· Organizing meetings and ensuring senior managers are well prepared for them.

· Maintaining & developing the office filing system both on paper and computer.

· Involved with recruitment, dealing with advertisement responses, sourcing potential candidates and arranging interviews.

KEY SKILLS & COMPETENCIES

· Leading by example, providing clear management and leadership.

· Good office management and computing skills.

· Organizing maintenance of systems, document records, space management etc.

· Self motivated with the ability to work on its own initiative.

· Experience of forward planning and team management.

· Report monthly on office progress, identifying areas of concern.

ADDED SKILLS


	· Office Management

· Teambuilding & Supervision

· Staff Development & Training

· Policies & Procedures Manuals
	· Report & Document Preparation

· Spreadsheet & Database Creation

· Accounts Payable / Receivable

· Bookkeeping & Payroll
	· Records Management

· Meeting & Event Planning

· Inventory Management

· Expense Reduction


OTHER SKILLS

· Excellent written and verbal communication 

· Inter-personal communication skills and the ability to develop good working relationships with others 

· Numeric, budgeting and financial reporting skills.

· Strong administrative skills, including office procedures and IT skills

· Excellent Command over Written and Spoken English & Urdu

· Good Interpersonal & Communication Skills

· Excellent Report Writing Skills
PERSONAL INFORMATION
Marital status: 

Married

Nationality: 

Pakistani 

