

AYYAZ
Email Id: ayyaz.211364@2freemail.com 

Looking to join a progressive organization at a mutually satisfactory position which effectively utilizes my professional experience & qualification and offers opportunities for advancement.


Sales Executive 

Administrative Assistant

Paragon Construction – Islamabad, Pakistan
Since March 2005 to April 2007

Work duties:
· Provides office services by implementing administrative systems, procedures, and policies, and monitoring administrative projects.

· Maintains supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.

· Organizes and facilitates meetings and special events; schedules and coordinates dates and times, venues, attendance, agendas, and facilities; takes minutes, and provides administrative support and follow up on matters arising from meetings.
· Creates and revises systems and procedures by analyzing operating practices, recordkeeping systems, forms control, office layout, and budgetary and personnel requirements; implementing changes.

· Preparation of Comment Sheets, Transmittals, Letters, Memos and necessary correspondence as required by the superiors and drafting replies for clarifications & queries.





Diploma in software Application (Ms Office – Ms Word, Excel, PowerPoint etc.) 

	Date Of Birth
	-
	16 June 1981
	
	
	

	Nationality
	-
	Pakistani
	
	
	

	Marital Status
	-
	Married
	
	
	

	Visa Status
	-
	Transferable
	
	
	

	
	
	



I hereby declare that the information furnished above is true and to the best of my knowledge.
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OBJECTIVES








Exceptionally detailed, organized and highly accurate business professional, with a unique ability to successfully manage multiple projects simultaneously. Proven competencies as an office administrator with the ability to empower others and foster cohesive business environments. Consistently leverage organizational capabilities to facilitate well run office operations. Deliver outstanding results, leading to increased level of responsibility and recognition. Well-developed inter-personal communication skills to work effectively with people from diverse professional and cultural background





PERSONAL PROFILE








CAREER HISTORY











Administrative Executive�Ministry of Defence, (Public Sector Organization) Pakistan�Since Nov 2007 to Dec 2011�


Work duties:


Complete internal administration procedures – feedbacks to other departments/section of the Authority, providing information and advices of all type of business activities for all the concerned section and departments. Co-ordination between departments and operating units in resolving day-to-day administrative and operational problems.


Analyze purchase requisitions; create new an update existing bid specifications; write and evaluate bid proposals; solicit and negotiate competitive pricing from vendors and make recommendations for issuance of purchase orders in accordance with administrative rules.


Checks deliveries and invoices against purchase orders for type, quantity and condition. Process bills and invoices from vendors and contractors and prepare payment vouchers.


Responsible for managing contracts, supplier negotiation, negotiating contract terms and conditions, supplier management and collaboration with internal departments. Oversee maintenance & renewal of contract of all office equipment items purchased from different supplier.


Coordinate with finance department to update the database of fixed assets with the purchases of office furniture, office equipment and other office related items and entry of asset codes in the system (ORION SYSTEM) for proper maintaining of the assets. Managing inventory of assets and supplies, monitoring critical level of stocks.





KEY COMPETENCIES AND SKILLS





A systematic approach in executing task (having work under varied and stressed work environments). A great deal of enthusiasm to excel in the field of operation and confident in ability to better in achieving perfection.


Confident in taking up challenging & responsible jobs, identifying the interest and goals of the organizations. Experienced in the field of personal finance, customer service, sales & marketing, persuasive patience, hardworking, result oriented, good presentation and inter personal skills.


�





ACADEMIC QUALIFICATIONS








School / College / University Name			:	University of Punjab, Pakistan 	�Qualifications gained 					:	Bachelor of Science (BSC) 


			:	 








TECHNICAL QUALIFICATIONS








PERSONAL DETAILS				














DECLARATION
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