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OBJECTIVE

A Motivated and self driven achiever with highly visible senior management accountabilities eager to bring significantly increased growth, profitability, efficiencies in any Purchase, Supply Chain , Procurement, HR and Administration domains.

PROFESSIONAL PROFILE

· A supply chain Senior Executive with invaluable knowledge of managing and assisting projects, resources and staff in an effective and efficient manner. Highly focused with a comprehensive understanding of logistics, procurement and the supply chain.

· Professional skill in managing material and equipment needs controlling inventory, maintaining and scheduling.  Proven ability to manage staff, develop and oversee operating budgets, and communicate with other departments, vendors, and executive management to ensure Purchase goals are met.  

· Experience with sourcing suppliers for purchased goods negotiating contracts including blanket agreements and bulk commodity pricing agreements, and conducting production planning.

· In depth purchase exposure to the entire spectrum of planning, design, management and operations including business development strategies. 

· Core strengths in purchasing, Strategic Sourcing, supply chain analyst. 

· Successful track record in statistical based forecasting, Scheduling, Presentation, Negotiation, Collaboration and team work.

· Experienced in supervision, recruitment and training abilities in a challenging Human Resource general assignment. Broad-ranging background in all facet of employee assessment, hiring, training and professional development.

· Successful track record of HR duties. Skilled in creating/managing highly productive team endeavors. Adept at meeting stringent deadlines on a consistent basis. Well organized with strong detail orientation. Excellent communication relationship building and interfacing skill set. 

· Comprehensive and strategic understanding of HRM, business, technical issues, administration and organizational change. Extensive knowledge of key processes such as disciplinary, grievance, redundancy, performance management and contractual changes. Very capable with an ability deal with all the recruitment and resourcing needs of a organization.
PROFESSIONAL EXPERIENCE IN SUPPLY CHAIN

Senior Executive Purchase, 2006 to 2011  Millat Tractor Limited. 

· Handle demands & matter relating to Local Purchase & Central Store of all departments, Regional offices and head Office after discussed with manager purchase, which he assign to me.

· Developed strategic suppliers and negotiated contract agreements to reduce the number of vendors from 150+ to a group of 65 core partners resulting in cost savings due to reduced administrative costs as well as quantity price break. 

· Co-ordination with other departments to discuss the matters regarding Technical / Emergency purchases & liaison with suppliers.

· Provide assistance to Manager and attend the committee meeting regarding purchase of machinery items/Project related items in assistance of Manager.

· To assign the purchase requisition of different departments to relevant purchasers & their monitoring on daily basis.

· To forward the enquires to different suppliers regarding purchase requisitions.

· To call the suppliers & negotiate the rates quoted in their quotation.

· To assess the comparative statement & discuss it with the concerned department regarding specs, rates and std, of material to purchase the items as per purchase requisition.

· Follow up with supplier regarding supply of material

· Monitoring of Advances paid to the Suppliers/ Purchasers and their subsequent adjustments.

· Preparation of Purchase Requisitions

· Preparation of Material Requisitions

· Amendments if any required in Purchase orders

· To coordinate with overall administration department regarding any issue relating to IFS software.

· Synchronizing the Pending list of Purchase requisition

· Preparation / submission of MIS reports for Management.

· Preparation of reports for Monthly Management meeting.

PROFESSIONAL EXPERIENCE   IN HR

Executive HR, 2004 to 2006 Millat Tractors Limited

· To maintain and assist seniors to develop HR policies, ensuring compliance and to contribute the development of corporate HR policies.

· To develop the HR team, to ensure the provision of a professional HR service to the organization. Manage a team of staff. Responsible for mentoring, guiding and developing them as a second line to the current position.

· To ensure timely recruitment of required level / quality of Management staff, other business lines staff, including non-billable staff with appropriate global approvals, in order to 
meet business needs, focusing on Employee Retention and key Employee Identification initiatives.

· Develop, refine and fine-tune effective methods or tools for selection / or provide 
external consultants to ensure the right people with the desired level of competence are brought into the organization or are promoted.

· To maintain and develop leading edge HR systems and processes to address the 
effective management of people in relation to the following in order to maintain competitive advantage 
for:

a. Performance Management.

b. Staff Induction.

c. Reward and Recognition.

d. Staff Retention.

e. Management Development / Career Development.

f. Succession Planning.

g. Competency Building / Mapping.

h. Compensation / Benefit programs.

· To recommend and ensure implementation of Strategic directions for people 
development within the organization.

· Can handle matters with government institutions like PESSI! EOBI and Labour.

· Administer all employee benefit programs with conjunction with the Finance and 
Administration department.

· Oversee the central HR Administration -

a. Employee offer letters

b. Salary letters and employment contracts

c. Approve updated organizational charts on a monthly basis and maintain

d. Complete/accurate personnel records.

· Responsible for Corporate HR function.

· Responsible for overall centralized HR admin function

· Core member of ERP (Enterprise Recourse Planning) system

PROFESSIONAL EXPERIENCE IN  ADMINISTRATION
Executive Admin   2000 to 2004 Millat Tractors Limited
· Coordinate with various staff for operational support activities of the unit serve as a liaison between departments and operating units in the resolution of day-to-day administrative and operational problems.  

· Schedule and coordinate meetings, interviews, appointments, events and other similar activities for supervisors, which also include travel and lodging arrangements.

· Maintain employee welfare schemes including factory visits, family get together, picnics, recreational facilities e.g. sports, indoor games.

· Supervise Canteen, transport section, Security section, Company's rest House at Murree, company's welfare scheme fair price shop, Janitorial Services, and Carpentry Shop Etc.

· Make it Sure that communication systems of the company works properly.

· To ensure that all the incoming mail and faxes received are distributed to respective department efficiently.

· Coordinate, liaison and maintain proper contacts with the government / institutional authorities.

· Resolve and negotiate routine administration related problem / disputes.

· Deals with EOBI, Social Security and all government deptt. issues.

· Compose and edit correspondence and memoranda from my PC, verbal direction from Senior Management and from knowledge of policies of established departments/divisions and distribute agendas and minutes of numerous meetings.

· Prepares various business reports, correspondence, documents, and presentations. 

· Keeps track of daily business activities and updates the same to the Departmental Head.

· Set up proper office filling systems and handles incoming and outgoing mails 

· Establishes standard work procedures to track daily activities of the staff 

· Liaise with internal and external contacts on various business matters 

· Mail handling, Downloading emails and response back.

ACADEMIC QUALIFICATION 

Master of Computer Sciences. (MCS) 2 years

1999-2001 Lahore University of Computer Excellence Lahore, PK.


Bachelor Of Arts (B.A)
Islamia College Cooper Road Lahore


Diploma in Computer Sciences. (4 Months)
LogicMan College Of Computer Science Lahore, PK.


Computer Skills

Operating System: Microsoft Platform Windows 9x, Windows 2000, Windows XP, NT-4

Software Application: Ms Project, Visual Interdev, Microsoft Front Page, Inpage and Acdsee.

Programming Languages: Visual Basic, SQL, SQL Server, HTML, FoxPro. 

Workstation: Dos, Windows 95/98, Windows NT Workstation, Windows 2000.

Networking: Can Operate Network/Client/Sharing.

PERSONAL INFO

· Date of Birth: 
25th December 1979

· Marital Status:
Un-Married. 

· Languages:
English, Punjabi and Urdu. 

· Interests: 
Blogging, Books, Travel and Music ,Designing

