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OBJECTIVE 

To work hard with full dedication for the achievement of organization objective under satisfying job contact, hence enhancing my skill and knowledge and ready to learn new things.
PROFESSIONAL EXPERIENCE 

TRADING CORPORATION OF PAKISTAN PVT. LTD, MINISTRY OF COMMERCE, GOVERNMENT OF PAKISTAN (2001-2014)
Served as an Executive Warehouse Operations. (2001-2003)

· Receiving, moving, checking and storing incoming goods.

· Checking and inspecting goods received and ensuring they are of accurate quantity, type, and also acceptable quality.

· Selecting space for storage and arranging for good to be placed in the designated areas.

· Making sure that all inventory processes are completed on the same day.

· Loading and unloading lorries, vans and other vehicles.

· Welcoming and helping clients who visit the branch.

· Contacting transport companies and coordinating dispatch and delivery with them.

· Storing stock away safely.

· Removing hazardous products from the warehouse.

· Occasionally selling goods over the trade counter.

· Signing off and replenishing stock.

· Monitoring stock levels.

· Accurately updating all data into computer and manual recording systems.
Served as an Assistant Accountant in Finance & Accounts Division. (2004-2008)
· Maintain individual files for each vendor or subcontractor invoices.

· Receiving and processing all invoices, expense forms and requests for payment.

· Maintain budgetary provisions in their respective head of accounts.
· Processed the payable invoices.
· Analyzed subcontractor files with agreements, and necessary income tax and sales tax requirements.
· Disbursement of advance payments to the pre-qualified general order suppliers.
· Necessary adjustments against advances drawn by the individuals to meet the day to day official requirements.
Served as an Executive Auditor in Internal Audit Division. (2009-2012)

· Provide the government auditors with the required support for conducting the financial audit.

· Verify the supporting documents of bills, receipts and statement.

· Identify any discrepancies within the documents and statements and post relevant entries to make corrections.

· Coordinate activities between the organization and the chief auditor for a successful audit.

· Inspect the final amounts of assets and liabilities and compare them with amounts displayed in balance sheets.

· Ensured compliance with all applicable laws, regulations, codes, ordinances and standards.
Served as an Senior Executive Logistics & Port Operation (Port Qasim / Karachi Port). (2013-2014)
· Act as main point of customer contact.

· Manage liaison with suppliers and origin stations.

· Provide shipment information to customers.

· Liaison with different departments within the company to facilitate shipments.

· Assist in tracking shipments and providing alternative information.

· Provide transportation information and manage billing information.

· Manage quality control by ensuring that all shipped orders are in working condition. 

· Provided assistance in maintaining contact with suppliers and other agents.

· Interfaced with customers as directed.

· Assisted customers in tracking shipments.

· Assisted in billing management and receipts preparation

PERSONAL SKILLS

· Excellent communication skills.

· Hardworking.

· Positive attitude.

· Excellent team player.
ACADEMIC QUALIFICATION
 2004
Bachelor of Commerce.  





University Of Karachi, Karachi, Pakistan 

 2002
Higher Secondary Education in Commerce Group

Board of Intermediate Education, Karachi. 
1998
Secondary School Education in Science Group 

National High School, Karachi, Pakistan 
COMPUTER SKILLS
· Microsoft Word. 

· Excel. 

· PowerPoint. 

· Outlook Express.
PERSONAL DETAILS

	· Birth Date:
	20th January, 1981

	· Gender:
	Male

	· Marital Status :

· Language:
	Married

Urdu & English.











