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Visa Status:
Visit visa 

Objective:


To associate with growth oriented organization that provides me an opportunity to enhance my skills and expertise as I work towards utilizing my knowledge and skills for the benefit of the organization and to experience a holistic development of my personality.

Professional Experience:
Jan 2006 to Aug 2013 (8 years)
Catering Manager              “Punjab Catering”
· Motivated staff to increase their efficiency; ensured staff was well-versed regarding clients’ requirements and expectations.

· Developed strong customer base of new and existing clients by maintaining customer satisfaction and quality standards.

· Responsible for the payroll and attendance of staff members; supervised recruitment and training of new staff.

· Maintained client database of any and all clients served; maintained records and databases regarding budget and costs

· Catering Arrangements – Events Decorations – Events Management

· Check Food Quality – Handling Staff

· Administration work

Feb 2003 – Dec 2005 (2 years)
Documentation Officer    “Mehran Spice & Food Industries (Karachi)”
                                             
· Prepare custom & commercial Invoices

· Manage Import/Export Records

· Checks shipment quality and quantity using data from invoices

· Check invoices against service requests and verify invoices

· Process logistics requests from various management sources

·  Manage paperwork associated with shipping
· Maintain hard & soft record

Education:
Graduation
:
University of the Punjab, Lahore, Pakistan
Computer Skills:
     MS Office, Corel Draw, Inpage, Windows, IT

Diploma:
     
     English Language (Care Foundation “American Institute”, Lahore)


                              
Additional Skills:
· Strong interpersonal and communication skills and the ability to work effectively

· Ability to develop and maintain recordkeeping systems and procedures 

· Skill in the use of computers, preferably in a PC, Windows-based operating environment 

· Ability to gather data, to compile information, and prepare reports 

· Ability to develop, plan, and implement short- and long-range goals 

· Skill in organizing resources and establishing priorities 

· Ability to communicate effectively, both orally and in writing 

· Program planning and implementation skills 

· Skill in organizing resources and establishing priorities 

· Ability to design and implement systems necessary to collect, to maintain, and analyze data 

· Knowledge of management principles and practices

· Capable and practiced in handling complex and multifaceted tasks.

· Extremely knowledgeable with clerical tasks and time management

Languages Known:
English            written and spoken

Urdu               written and spoken

Punjabi           written and spoken


Personal Information:
Date of Birth 
: 
01-Nov-1983

Nationality 
:           Pakistanian
Marital Status
: 
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