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OBJECTIVE
To obtain a position that will enable me to use my organizational skills, educational background, and ability to work with people and enhance my knowledge and talent for the development of both the organization and myself.

WORK HISTORY

Manager Purchase 






March 2014 till to date   

M/s Pie in the Sky (Pvt.) Ltd.  





Korangi Industrial Area
Roles:

· Supervise complete Purchase Department  

· Locate vendors of materials, equipment or supplies, and interview them in order to determine product availability and terms of sales

· Control purchase department budgets

· Review purchase order claims and contracts for conformance to company policy

· Analyze market and delivery systems in order to assess present and future material availability

· Develop and implement purchasing policies, and procedures
· Participate in the development of specifications for materials, equipment, products or substitute materials
· Represent companies in negotiating contracts and formulating policies with suppliers

· Direct and coordinate activities of personnel engaged in buying materials, equipment and supplies

· Arrange for disposal of surplus materials, liaise with Accounts and store department 
· Maintaining Safety Stock Level and analysing the requirement on re-order level basis 
· ABC Analysis, need analysis and price comparison, to control budgets  

Manager Admin & Purchase





October 2013 March 2014   

M/s ZS Corporation 
 





North Karachi Industrial Area
Roles:

· Supervise complete Admin and Purchase Department  

· Provide Support in Vendor Management, Negotiations and Finalising Contracts  

· Managing timely deliveries and supplies 

· Dealing with Govt. Departments and Pursue Legal cases 

· Dealing with Lawyers and Corporate Clients

Senior Officer Administration / Purchase Officer


November 2009 till September 2013   

City Schools Private Limited 





Regional Office (South)
Roles:

· Looking after complete Admin and Purchase Department for Southern Region 

· Provide Support in Vendor Management 

· Analyzing Requirements, Sourcing Quotations and Supervise Purchases of overall Southern Region 

· Visiting Sites, finding suitable Locations for setup of new branches for Business Development of the Region

· Conducting Trainings of ERP (Purchase and Fixed Assets Module) for the Staff of Southern Region 
· Supervise ERP Modules for the Southern Region 

· Supervise Annual Repair & Maintenance of the Branches  
· Dealing with Govt. Departments and Pursue Legal cases 
· Dealing with Lawyers and Corporate Clients
· Dealing with Landlord, negotiate terms and conditions, finalising Lease Agreements  

Reception – Duty Manager 





January 2005 till February 2008
Premier Inn Hotels 






Crawley Branch 
Roles:

· Monitoring Accounts, Banking, and Operational Financial Activities

· Customer Dealings, Bookings and reservations 
· Controlling CCTV Cameras for Security Purposes

· Maintaining Health and Safety Procedures

· Controlling of Hotel Computerised System of Check-in and Check-out

Executive Secretary






April 2002 till August 2003 
City Schools Private Limited





Regional Office (South)
Roles:

· Assist to Assistant Regional Director

· Routine Office Work

· Correspondence with Branches
· Making and typing Meeting Minutes and Agendas
· Filing and All Computer Related Work
Assistant Administrator / Purchase Officer 



January 1999 till February 2002
The Citizens Foundation 





Head Office (Karachi)
Roles:

· Purchasing Material for the Office and for the Branches

· Routine Administrative Tasks

· Correspondence with Branches and their Heads

· Controlling of Drivers and Transport System of the Foundation

· Meetings with the Donors

· Dealing with Constructors, Suppliers and Publishers

EDUCATION

· University of Karachi





June 2009 till June 2010 
Masters of Administrative Sciences



 (MAS) 

· University of Karachi





June 2008 till June 2009
Post Graduate Diploma in Public Administration 

 
(PGDPA)
· Govt. Premier College 





December 1996 till December 1998
Bachelor of Commerce 





(B. Com)
· Government Premier College




July 1994 till July 1996
Intermediate of Commerce




(I. Com)
· Kishwer Academy Secondary School



May 1992 till May 1994
Matriculation 






Science Group
SOFTWARE / SYSTEM SKILLS

· ERP (Fixed Assets & Purchase Modules)



On Job Training 
· MS Office Suit (Certificate)




Meson Computers 
· Certificate of Graphic Designing (6 Months)


Areena Multimedia 
OTHER SKILLS

· Diploma of Air Ticketing





Grace Institute of Technology
· Advance Diploma in Air Ticketing (IATA) 



Grace Institute of Technology
PERSONAL INFORMATION

Marital Status 







Married 
Date of Birth 







2nd August 1978

Nationality 







Pakistani 
REFERENCES 

Available on request 
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