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	Profile
	A highly-organised administrator with proven office management skills and lots of initiative. Able to deal with people at all levels and capable of ensuring the office runs like clockwise. Experience of organising and supervising of the administrative activities in a busy office environment, all within budget and to tight timescales. 

Also a Supply Chain professional with a proven track record of delivering a sustainable total performance culture with demonstrated ability to significantly reduce procurement costs, engaging with suppliers to deliver the business vision.  Also engaged in logistic to give better solution for in time and accurate Supply Chain solutions.
I am now looking for a challenge that will allow me to execute and deliver Supply Chain excellence at a strategic level.


	Major Achievements
	· Cleared the two compliance audit of two Multinational Companies i.e Tom Tailor and The Children Place.

· Reduced the companies purchasing costs by 10% within 6 months by implementing a rigorous review of spending.
· Redefined the procurement strategy resulting in in a 60% reduction in wait time by developing Standard operating procedures (SOP’s). Drove down costs whilst ensuring that the quality of the raw materials remained of the highest standard consistent with company business objectives.
· Managed and control Logistics activities of Company’s Production and streamline the logistics activities by reducing fuel cost and increase efficiency.

	Areas of Expertise 
	· Team Leadership & Development

· Strong negotiating skill
· Change management
	· Trouble shooting and problem solving
· Process management

· Supply chain management/Logistics

	Experience


	Deputy Manager Administration & Logistics   Dec 2011 to 31 January 2015, Masood Textile Mills Ltd, Lahore

Overall responsibility for the smooth running of the office. Making sure that all office systems are managed and maintained
Duties:

· Producing documents, briefing papers, reports and presentations. Experience of managing a team of up to 10 staff members. 
· Organising and maintaining diaries and making appointments.

· Staff administration including holiday and sickness tracking.

· Assisting with the preparation of the monthly management accounts.

· Monitoring of staff timesheets time in lieu and holidays.

· Organising meetings and ensuring senior managers are well prepared for them.

· Maintaining & developing the office filing systems both on paper and computer.

· To identify, plan and execute implementation of new business streams.

· Ensuring that any concerns or complaints are dealt with appropriately.

Responsible for working closely with the production and store department and managing the company’s logistics activities. Also providing leadership for the Logistics department and motivating staff to achieve maximum performance and efficiency. Making sure that the Logistics department works within all of the companies Operational Procedures. 
Logistics

· Responsible for developing functional guidance for system modifications and new systems.

· Handles responsibility like analyzing and solving complex logistic issues.
· Reviews logistics management operations to identify requirements and resources like manpower, funding, facilities, materials and services.
· Responsible for making necessary recommendations for special projects, logistic project studies and staff studies.
· Coordinates Production and store department in planning, analyzing, and evaluating the process and procedures of logistic management.
· Assigned the tasks of processing shipments of materials and equipment like confirming of delivery as well as liaise with shipping vendors.
· Handled the responsibilities of receiving goods, processing documentation, storing deliveries at warehouse, tracking as well as distributing materials.
· Responsible for assisting Logistic professionals with load-out of items being shipped.
· Assigned the tasks of maintaining proper record of inventory of items in warehouse and order as required.
· Responsible for General shop maintenance and proper housekeeping.
· Processed receipts of materials by using oracle systems.
Deputy Manager Procurement   1998-2011, Masood Textile Mills Ltd, Lahore
Result oriented, highly productive procurement management professional with the demonstrated ability to significantly reduce procurement costs by standardizing processes, negotiating favourable terms and streamlining the supply channels. 

Procurement

· Implemented robust supplier selection process to meet customer demand.
· Draft bid specifications and requests bid proposals from suppliers.

· Prepare budget estimates and monitor company expenditures.
· Ensured projects were closed within agreed deadlines and budgeted constraints.
· Compare prices, specifications and delivery dates in order to determine the best bid among potential suppliers.

· Contact suppliers in order to schedule or expedite deliveries and to resolve shortage, missed or late deliveries and other problems.

· Prepare purchase orders and send copies to suppliers and to departments originating requests.

· Track the status of requisition, contract and orders.

· Respond to customer and a supplier inquires about order status, change or cancellation.
· Establishes and manages vendor information and standard payment terms.
· Communicates with suppliers and internal clients in both official languages to obtain information and clarify/resolve issues.
· Validates that goods were received and that proper prices have been invoiced in accordance with the purchase order.
· Maintain central filing system for the section specifically regarding documentation of project activities, correspondence and contact details of partners.

· Maintain central filing system for the section specifically regarding documentation of project activities, correspondence and contact details of partners.
Import Clearance

· Clearance of Imported shipment from Customs, its documentation and billing.
· Incoming inspection of shipments (local & imported) to ensure that orders have been fulfilled correctly and that they meet specification.

· Arrangement of proper logistics to deliver production and imported accessory to our warehouse and production units.
· Solving issues regarding customs duty, wrong shipments and any other dispute arises with Pakistan Customs Department. 
· Provide administrative support to senior managers.



	Education
	Pakistan Institute of Management, Lahore, Pakistan
2009 Diploma in Supply Chain Management

ICS-NKFACT Lahore, Pakistan
1999-2000 Masters in Computer Science
Punjab College of Commerce, Lahore, Pakistan

1994-1997 Bachelor of Commerce



	
	

	
	

	
	

	
	


