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MOHSIN 

                                           MOHSIN.214231@2freemail.com 
OBJECTIVES

An executive management position, where my experience, education, and accomplishments will add value and will contribute to the success of the organization and up gradation of personal skills.

PROFILE

Dedicated to remaining up-to-date with business issues and trends. Currently working as Adim Officer at Shaheen International School & College, Abbottabad, Pakistan. Worked as Logistics Officer with Abuzar Trading FZE, Sharjah, UAE. Bachelors degree from Hazara University, Mansehra, Pakistan, March 2007.
My career passage helped me develop significant computing, analytical & communication skills (with vendors, customers and management). 

Possess significant experience of overall 12 years, as Logistics Officer in Trading Company, Administration & Education & Training in educational institutes. A quick learner demonstrated skills in multi-tasking, determining priorities supporting overall efficiency of operations and ability to streamline procedures. 

EMPLOYMENT HISTORY

Aug 17 - Present                       Shaheen International School & College

                                                    Admin Officer

· Accountant / Cashier
· Taking new admissions

· Coordination with Teaching staff and Administration

Feb 15 – June 16
 
Abuzar Trading FZE, Sharjah, Uae 

 
Logistics Officer

· Trading of agricultural goods for imports and exports.
· Communicating courteously with Suppliers by telephone, email, and face to face.

· Coordinating with Shipping line and Forwarding agents.

· Preparing contracts, invoices, packaging lists.

· Performing all the Duties of a PRO

May 03 – Jul 04

U Mart Supermarket





Teller / Assistant GM

· Cashier / Customer Services representative

· Briefing GM about inputs and outputs. 

· Make copies of correspondence and other printed material. 

· Open, read, route, and distribute incoming mail and other material, and prepare answers to routine letters.

· Receive orders from our Clients (Phone), confirm sales team and warehouse.

· Coordinate between costumers and sales team for orders and time to deliver.

EDUCATION

Hazara University Mansehra, PAKISTAN.

Bachelor of Arts, March 2007
  COMPUTER EFFICIENCY
· DIPLOMA IN INFORMATION TECHNOLOGY
· Microsoft Windows 9X and above 

· Microsoft Office Automation

· Photoshop

· English & Arabic Typing

· Full Command on Internet.

· Corel Draw

· Inpage Urdu
REFERENCES
· References shall be produced when required.
