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Date of Birth
: March 09, 1987




License

: Eligibility Letter issued from DHA





Notice Period
: Immediate Joining

Strengths
A self-motivated and driven individual, able to achieve immediate and long-term goals, meet operational deadlines, highly focused and result oriented in supporting complex, deadline-driven operations, able to identify goals and priorities and resolve issues in initial stages. Immense ability to multi-task and establish priorities. Have a passion for leading and building a team.

· Have an extensive experience in retail/community pharmacy and Pharmawarehouse management.

· Administrative & management experience in head office environment.
· Cash Handling & OTC experience (U.A.E/Pakistan)

· Well aware of UAE Labor Laws and UAE Drug Laws


Work Experience
Best Burgers Forever (Dubai, U.A.E)




Administration & HR






September 2014-Present
· Ensuring the maximum attendance of employees by preparing duty rosters.
· Sorted and distributed incoming communication data, including faxes, letters and emails.
· Interaction with organizational staff, executives, clients, vendors and visitors on a daily basis.
· Organized the scheduling of meetings, conferences, and events & preparation of minutes & event checklists
· Maintained the office database – retrieved and organized information for individual employees and clients.
· Purchased office equipment and supplies – contacted vendors and subcontractors.
· Established and implemented administrative policies and procedures for the office
· Filed and recorded corporate documentation, electronic files, inventories and reports.
Contributions to the Hiring Process

· Established job requirements and skill competency criteria used in hiring process
· Assisted manager in preparing questionnaires for job interviews.
· Filed candidates’ documents for future reference
· Assisted applicants in completing paperwork and other minor formalities
New Employees Orientation:

· Participated in designing the induction and orientation program for new employees.
· Assisted in designing recommended training programs for new employees
Providing HR support:

· Assisted employees in sorting their issues related to work environment, employment relations, HR regulations and policies, promotions, performance reviews and payrolls.
Best Burger Forever (Dubai, U.A.E)





Cashier







July 2014- September 2014
· Process transactions quickly and efficiently – Maintain a friendly and cordial relationship with the customers by greeting them and assisting them with all relevant issues
· Provide customers with outstanding service and assisted them in solving their queries and doubts.
· Create a friendly/positive impression at the checkouts – Educate customers about new schemes and promotional activities that could benefit them
· Refill supplies and shopping bags and verified cash register balances.
· Maintain registers and all books related to cash transactions and kept them up to date.
· Update the database regularly by manually documenting all transactions in the registers as well as the computer system.
· Monitor all the cash reserves and ensured adequate cash reserves in all stations.
· Adhere to security procedures
Shifa International Hospitals Ltd. (Pakistan)
Retail/Community Pharmacist



Sep 2012 — June 2014
· Assures proper handling of prescription in terms of accuracy

· Assists staff with difficulties and seek counsel from In-charge as necessary

· Prepares compounds & dispense drugs and other pharmaceutical supplies

· Reviews written prescription for dose, drug interactions and assures that drugs are prescribed and dispensed in proper manner

· Verifies prescription accuracy and validity

· Maintains prescription record, computes and records prescription charges (if applicable)

· Maintains control over distribution and usage of all drugs                                    

· Maintain pharmaceutical inventories and storing under proper conditions and security

· Maintains strict control over distribution and usage of controlled drugs, drug to drug interactions and adverse effects of these drugs

· Assists in training of pharmacy technicians

· Supervision/Coordination in expiry management (as per SOP)

· Checks the expiry dates of medicines on monthly basis and proceed according to the SOP

· Daily/Weekly/monthly working on census/reports, etc. on Critical Items

· Reviewing Pharmacy par-levels for demand generation

· Fully aware of security issues concerning stock in relation to shoplifting, leakage and
· Able to maintain high standards of display & visual merchandising to ensure the store is well presented.
· Supervision/coordination to overcome/manage NA (non-availability of products)

· Supervision/coordination by communicating with referring physician, etc. to recommend alternative brand/medication, and/or availability of medicine brand from nearest retail outlet .

· Counseling to Patients for the nature and use of medicine
Benson Pharmaceutical Industry Pvt. LTD. (Pakistan)
Production Pharmacist 




  Jan 2012 to May 2012
· Under the supervision of the Production Executive, coordinates and controls production activities. 
· Implements production plan/targets according to cGMP.
· Implements Operational manuals, production plans and programs.
·  Supervises employees engage in manufacturing process and dispenses batches.
·  Checks the availability of adequate raw and packing materials, utilities, filters and machine size parts.
·  Ensures the general cleanliness and hygienic conditions of the manufacturing areas.
· Prepares daily reports and performs other duties as assigned by Production Executive.

Qualification
Pharm-D
 2006 — 2011
University of Sargodha (UOS), Pakistan
· Pharmacology
· Clinical Pharmacy
· Hospital Pharmacy
· Pharmaceutics
· Pharmacognosy

I.T Skills

· Windows Advance Server 2003, Windows XP 2007, Windows 8

· MS Office 2007, 2010

· LINUX Red Hat Enterprise 6

· Open Office

· Proficient in using Oracle based organization's softwares (Attendance Management, Material Management, Pharmacy Management, Store Management, Micros etc)
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