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	Objective
	To make  positive contribution as part of a dynamic organization which affords optimum utilization of my  professional, academic and acquired skills with the aim of practical application to challenging problems leading to growth & development of the organization, as well as my career progression

	Qualification


	MBA (Finance)

Hajvery University, Lahore.
B.Com (IT)

Quaid-e-Azam College, Lahore (PU)

Higher Secondary School Certificate

Punjab Board of Intermediate & Secondary Education
	2008

2004

1998



	Work  Experience 

Internship
	Trading and Cont. EST

Salalah, Oman
October 09, 2012 to  March 16, 2014

Accountant / Assistant Manager
Company Profile

A company that provides transportation and logistics services, different types of stones and construction facility to the customers and other companies.

Prime Responsibilities:

· Maintain books of accounts; prepare & processes expense vouchers, invoices, and other documents; reconciles various financial reports.
· Prepare and submit invoices to client accounts departments.
· Regular communication with client accounts departments for collection and ensure that they have received all of our invoices to process the payment in timely manner.
· Receive and record all Bills and vouchers in Tally.

· All cash in flows and out flows enter in Tally.
· To prepare and handle payroll computation.
· To Prepare Quotations and invoices.

· To check the emails and respond to queries. 

· To prepare Cash Account and Bank A/c Register

· To prepare profit and loss account of all the vehicles for transportations services.
· To prepares business letters and correspondences and reviews contracts with customers.
· To handle petty cash fund disbursements and renewal.
· To make and monitor payment of utility bills.
· To check the debtors and creditors condition with time to time. Recovery from receivables within given time frame.

· To look after and check the inventory of Taqah Stone, Mirbat Stone and Nizwa Stone with different Sizes.

· To look after the different projects regarding fixing of stone work.

· Prepare the reports of every project separately. 

Agility Logistics (Pvt) Ltd,

Lahore, Pakistan
November 01, 2009 to  June 24, 2012

Team Leader  / CSE
Company Profile

A company that provides supply chain solutions to a wide range of customers in technology, retail, chemical and other industries.
Prime Responsibilities:

· Receive and record all ASN and Shipment Orders through WMS.

· Coordinate fleet and other vehicles for processing of ASN and Shipment Orders.

· Respond to all customer inquiries and issues concerning work orders, invoices, inbound, shipments, inventory issues etc. and report customer feedback to the management.

· Ensures all reports are submitted correctly and in a timely manner to customers.

· Ensures all transitions accurately transmitted in WMS Exceed
· Coordinates with the Inventory people for disposal of damaged products/Stock Adjustments.

· Ensures timely Input of all receiving as per the agreed SLAs

· To ensure that all transactional documents are generated daily and relaying these to all concerned ASAP.

· Ensures the smooth work flow in the Customer Services - prioritization of work.

· Allocation of daily jobs to teams and monitoring the completion.

· Interacts with the drivers, should further verification of their credentials and the shipment, be required.  Reviews their documents for anomalies, if any.

· Monitors the warehousemen activities minutely. 

· Provides detailed report to the Manager Warehouse Operations on the Turn over Sheet (TOS).

· Responsible for any discrepancies and damages during receiving and shipping.

· Responsible for the Upkeep and Safety of the Storage Systems Installed/used in the Warehouse.

· Ensures operations are conducted as per the Standard Operation Procedure SOP's

· Ensures preventive maintenance is undertaken on the Manual Handling Equipment MHE's.

· Delegates housekeeping tasks.

· Counsels, Guides and motivates the personnel under his control for performance enhancement. 

· Coordinates and supports the Asst Manager Warehouse Operations in administrative tasks of his team.

· Coordinates with the Inventory Team for resolving discrepancies and non conformities through the Asst Manager Warehouse Operations.

· Ensure execution of recommendations forwarded by QA Site Manager.

· Provides back up in the absence of Manager Warehouse Operations.

· Prepare Agility Stock Report and Daily Mileage Sheet.

· Compile different monthly stock reports (F & V Report, Supplier's KPI).

· Prepare Day wise stock reports Processing and Distribution Report, Article Wise Report.

· Prepare Invoicing for PF at the month end.
IPS (Integrated Packaging Services)

SharaqPur, (Sheikhupura) Pakistan
June 01, 2009 to October 31, 2009

Inventory Officer
Company Profile

IPS is an engineering company engaged mainly in the packaging machinery (over wrapping, blister packaging, tube filling, cartoning, food and pharma processing) plastic processing machinery (injection / blow moulding, pipe / film / sheet extrusion. Plastic items, printing machines. Thermoforming etc). Packaging materials (shrink / stretch films. Bopp and laminates).
Prime Responsibilities:

· Prepare Stock inward/outward Accounts with use of average method.

· Monitor all stock for future stock demand with the use of minimum and maximum strategy.

· Monitor and evaluate employee's day to day performance.

· Monitor Operational Activities and assists to Operational Manager (Tunnel & Wrapper Manufacturing).

· Prepare petty cash account register.

· Deal with customer queries, stock returns / credits, complaints. 

· Monitor Aged and Slow Moving stock.

· Minimize the cost through direct cost cutting and effective use of different tools. 

· Handled day to day Factory activities.
· Resolve operational and business issues while maintaining excellent relationship with internal customers.
Six Months Internship in UBL (United Bank Limited) Sharaqpur.



	Skills
	· A leader and active team member.

· Good managerial and analytical skills.

· Able to work under pressure and meet deadlines.

· Efficient management of available resources. 

	Computer Skills


	DCH (Diploma in Computer Hardware)  Duration: 1Year  Marks: 80%

    Govt. Islamia Civil Lines College, Lahore
Extensive use of Microsoft office as tool for generating business reports, spreadsheets, budgets, general correspondence and presentations.

	Languages
	English, Urdu, Arabic

	Interests 
	Career Development Learning Programs, Current Affairs.

	Personal Information
	Date of Birth 

:          July 17, 1982

Marital Status          
:          Single

Nationality              
:          Pakistani

 

	Salary Package: 


	Current Salary:    R.O. 250.000

Expected Salary: DHM. 3000 to 3500
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