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CAREER OBJECTIVE:
A dedicated professional with over 11 year of experience, possessing a track record of assisting project manager and deliver exceptional stand of services and collective business objectives. Looking forward to enjoy being part of successful and productive team and also for a new challenging position as leasing agent, purchase officer, and an office admin and for an opportunity for career progression.

CURRENT WORK EXPERIENCE
	Company
	-
	Top Three Real Estate

	Designation
	-
	Purchase Officer / Sale Agent / PRO

	Tenure
	-
	Since September 2012 till date


Job Responsibilities:
Sale Agent:
· Carrying out the day-to-day functions of sales & leasing. 
· Following up on all paperwork as necessary and ensuring that accurate and up to date information is available for entry into relevant database programs. 
· Preparing adequate and complete supporting documentation for submission to the Accounts Division to ensure accurate, timely remittances. 
· Developing and maintaining the relationship with clients and landlord. 
· Managing and tracking expiry of the tenancy contracts. 
· Building and maintaining data base for properties clients, and landlords. 
· Qualifying the documents and ID are registered with Land Department (RERA). 
· Assisting clients with after sales services like ejaries, maintenances, and other issues. 
Purchase Officer:
· Have excellent negotiations, interpersonal skills and able to reduce procurement and material costs for the company in the long run. 
· Have strong contacts (Suppliers / Vendors) or be able to build contacts in both the local & international market (if required). 
· Able to maintain relationship with vendors and suppliers on long term basis, as well as, develop new vendors and suppliers. 
· Prepare Request for Quotations and Purchase Orders for material procurement as required 
· Analyze / evaluate proposals and recommend suppliers / develop a list of preferred suppliers 
· Ability to estimate costs, monitor and forecast price trends, material availability and prepare alternate sourcing plans accordingly 
· Verify material supplies for quantity, quality, and able to manage returns of defectives and/or follow up on short supplies 
· Ensure timely payments to suppliers, detect duplicate billings, and effectively manage/ reduce procurement cycle time and procurement cost. 
· Prepare various reports, monthly and periodically 
	Company
	-
	BurJuman

	Designation
	-
	Purchase Officer cum Store Keeper.

	Tenure
	-
	Since August 2003 till 15 May 2012



Store Keeper:
· Receives, stores, and issues supplies and compiles records of supply transactions in ORACLE 11i, Verifies that supplies received are listed on requisitions and invoices. 
· Material Inventory 
· Office administration which include correspondence dealing with banks, petty cash handling etc. 
· Co-ordination for Invoice approval with Maintenance, Housekeeping and Finance & Admin Managers. 
· Submission of invoices to accounts for payments. 
· Arranging all incoming materials on Bin. 
· Quarterly and Annual Inventory with Internal & External Auditors. 
· Correspondences with Auditors. 
· Responsible for Local Purchase for operation & IT Department. 
Learning & Development Courses:
· Learning & Development Program "Working Together in a Teams” Held in October, 2010 at the Burjuman. 
· Learning & Development Program "Business Email Antiquates” Held in April, 2010 at the BuJuman. 
· Learning & Development Program "Conflict Management" Held in August 2009 at the BurJuman. 
· Learning & Development “Business Telephone Professionalism” Held in January 2009 at BuJjuman. 
· Learning & Development Program "Customer Service Excellence" Held in April, 2007 at the BurJuman. 
· Burjuman Service Stars, Customer Service Technique, Complain Handling, Attitude, Service is feeling, 
“BLAST & STARS” formulas. In Royal Mirage Hotel Jumeirah Dubai, in Sept., 2004. 
· Team Building (ABAMI consultancy and training Dubai) 
Academic Qualification:
Having Strong Intention in Graduation soon & currently studying for the same.
Higher Secondary Certificate,
Pak Education Academy, Dubai, UAE
Secondary School Certificate,
Pak English High School, Dubai, UAE
PERSONAL INFORMATION:
	Date of Birth
	:
	06th October 1982

	Marital Status
	:
	Married

	Gender
	:
	Male

	Languages Known
	:
	English & Urdu

	Nationality
	:
	Pakistani

	Driving License
	:    Valid UAE driving license


· SPECIALIZED & KEY SKILLS 
· Fluent communicator, easily interact with clients, peers and staff. 
· Very good at maintaining relationship with the clients and convincing them to obtain required details. 
· Team player and able to lead without dominating and get entrusted work accomplish in time. 
· Ability to work independently without supervision in a professional organization. 
· Hardworking and a quick learner and ready to stretch extra hours as per requirement. 
· Proficient in Microsoft office and PowerPoint for presentation & experience in Oracle application systems 

