[image: image1.jpg]


Gulfjobseeker.com CV No: 1327008
Mobile +971505905010  cvdatabase[@]gulfjobseeker.com
To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php
Visa Type :
 Visit
Objective

To manage, control, monitor and improve the human resource skills and exercise the commercial knowledge as per qualification and experience in a reputable international organization that offers innovative services. An organization that will treat and maintain favorable environment of self-managed, target driven and result oriented motivations that contribute their quota towards achieving objectives and strategic organization goals.  

Professional Qualification
· MBA-HRM Master of Business Administration specialization in Human Resource Management.
· B.Comm Bachelor of Commerce specialization in Advance Accounting & Auditing.
· DCS (Diploma in Computer Sciences) One year duration, PBTE Govt. awarded.
Duties and Responsibilities in Various jobs
· Policy and procedure for Admin and Finance departments.

· Controlling cash flow of all branches as well as overall company divisions.

· Supervision of admin, accounts and Finance departments.

· Assessing, training and managing the admin, accounts and finance department staff.

· Assigning the job description to admin and Finance staff.

· Formulation of direction and strategy.
· Verification and final approval of on line banking transactions.

· Various analyses of the books. 

· Monitoring the performance of department.

· Overseeing all regulatory compliance issues.

· Suggestions of Budgets, forecasts, cash flows.

· Review of monthly profit and loss.

· Performance appraisals.

· Strong internal moral check system.

· Monitoring customer accounts reconciliation systems.

· System development review.

· Supervision of web based software development advisor.

· Budgeting of export sales for more than 65 countries, all around the world, volume of 250 Million SR.
· Sales comparisons, various Analysis and YTD analysis reports, daily, fortnightly, monthly, quarterly and annually.

· Coordination to all International Sales Administrators, regional Sale Managers and other departments.

· Controlling freight and logistics invoices.

· Managing International business trips for Export Director, regional sale Mangers and sales administrators.

· Managing schedules, meetings and all other relative matters. 

·  Planning, organizing and managing In-House Exhibition for world wide customers.
· ERP user.

· Locally Coordinated Western Region and Central Region of KSA.

· Handled Customer Order from enquiry up to the delivery completion.

· Customer care and daily follow up to all the departments.

· Followed Designed and lighting study as per the customer requirements.

·  Handled municipality projects, Saudi Bin Laden’s various projects

· Responsible for International purchasing of Machinery,Spare parts, dyes and chemicals especially for Carpet Printing Range.

· All types of Commercial Contracts, Correspondence and routine dealings.

· 30-70% money saved for the consumable parts by introducing new European Suppliers for the identical parts and chemicals.

· Supervision of Store records (Spare parts, Dyes &Chemicals, Raw Materials)

· Warehouse supervisions.

· Shipment Handlings and follow up.

· Honorary handled HR/Personnel Department.

· Computerized Budget made for Federal District.

· In charge of issue of International Driving License. 

· Served my services in Public dealing branches as well as for controlling Law & Order situations
· Participation in management and controlling activities.

· Supervised disciplinary matters and managed discipline.    

· Lecturer of commerce subjects, especially for degree classes.

Experience (1998 – to Date)
16+ Years in Commercial Management, Administration, Finance and HR
July 2013 to date

Company 

Rabel International Group - Jeddah, K.S.A.
Position

Admin & Finance Controller (Head of Department)
Dec 2010 – Jun2013
Company 

Al-Sorayai Group - Jeddah, K.S.A
Position

Export Sales Coordinator 
Executive Secretary to Export Sales Director
Jun 2006 – Nov 2010
Company 

Post graduate Commerce Colleges

Position

Vice Principal /Commerce Lecturer
May 2004 – May 2006
Company 

Al-Babtain Power & Telecommunication Co. Riyadh, K.S.A.

Position

Sales Coordinator

Oct 2000 – May 2004
Company 

Bahlas Group, Jeddah, K.S.A.

Position

Commercial Manager

Projects/Voluntary jobs

Mar 1999 – Mar 1999

Company 

Bashir Hospital-Gujrat, Pakistan.

Position

Computer Section In charge
Jan 1999 – Jun 1999

Company 

Gujrat Star Motors (Pvt) Ltd. Gujrat, Pakistan
Position

System Analyst, Designer & Programmer
Sep 1997 – Dec 1997

Company 

Muslim Commercial Bank ,J.P.Jattan, Pakistan.

Position

Assistant Accountant cum Commercial representative

Computer applications experience
· MS Office (Ms-Word, Excel, Power Point)

· Outlook

· Internet Browsing

· ERP User

· Web base program user

Training Courses

· ERP

· Diploma of Accuracy

· NCCS

Language Proficiency
· English


Excellent

· Urdu



Excellent

· Punjabi


Excellent

· Arabic


Fair

Personal Information
· Religion


Islam
· Nationality


Pakistani

· Date of Birth

September 5, 1976

· Driving License

Valid of Pakistan & KSA
· Marital Status

Married (1 wife + 04 children).
�





Skills:-


Executive Management


Finance Controlling


Office Management


Office Administration


Monitoring &Controlling


HR management


Development analysis


Advance banking


Commercial dealings


Sales Coordination


Sales Budgeting


International purchasing


Lecturing


Education & Training


MIS


System Analysis


System implementation


Inventory management


Warehousing
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