                                          240284@gulfjobseekers.com 

[image: image1.jpg]Son
s — —\
— i
\\\5__ W |
= |
il

—
———
—_—
—_—
—
—
—






Career Objective
To work in a challenging and dynamic environment proving opportunities to learn implements and enhance experience of skill and proficiency along with motivated team of professionals.

Skills:
· Excellent Communication skills

· Excellent coordination skills

· Excellent report with colleagues

· Proficient in MS office applications

· Good at logical thinking and time management 

· Hard working, goal oriented, energetic, dedicated to exceeding employer’s expectation.

· Extremely organized with a high level of attention to detail
· Able to quickly understand customer needs and to deliver timely and cost effective solutions

· Can work independently and handle crisis situation in calm and capable manner.   
Education 
· (B.COM) from Karachi University in (2012)

· (H.S.C) from Intermediate Board of Karachi (2007)

· (S.S.C) from Sindh Board of Secondary Education  (2004)
Professional Qaulifiation / Skills
· Good Working Proficiency in MS Office – Word, Excel & Power Point and Internet.
Experience (U.A.E)                       :                    (Detail as stated below)
Designation       :           Data Entry Operator    
Company           :           Al- Maya Supermarket and Department Store (L.L.C)      
Period                :           August 2013 – July 2015

· Reading user’s emails.
· Provide customer Email with products information and responded to their queries.

· Making report like stock report, slow moving, moving & non Moving items, over four month suppliers wise, item master list supplier wise and brand wise.

· Creative daily/manual purchase order for local/cash invoices which is receive through PDT scanner.

· Provide inventory report to manager and head office when required.

· Checking local purchase report and change the price accordingly.

· Changing price J.D. Edwards and POS machine for all FMGC goods.
· Entering locals invoice in J.D Edward system.
· Making GRV (Goods Return Voucher).

· Develop and execute procurement strategies for purchasing of manufactured items and raw materials.
· Review purchasing agreements to find error, detect commission, identify price charges and eliminate duplication.
· Posting receiving local invoice and in-house invoices.

· Making inventory Reclassification (IR) work with item reclassification.

Experience (Pakistan)                       :                    (Detail as stated below)
Designation       :           Commercial Officer    

Company           :           EFU General Insurance Limited, Karachi - Pakistan      
Period                :           February 2010 – July 2012
· Preparation of Customs Documents, from Introductory to Final stage

· Preparation of Exports Documents from Tariff to various Zones.

· Preparation of Sample Invoices.

· Making Policies, Endorsement and Advises (Marine Import & Export, Other & Our Lead).

· Maintenance of complete Filing System, end to end
Experience (Pakistan)                       :                    (Detail as stated below)
Designation       :           Commercial Officer    

Company           :           Adamjee Insurance Company Limited, Karachi - Pakistan      
Period                :           December 2007 – February 2010

Worked with Adamjee Insurance Company Limited, Pakistan; as a Commercial Officer in Marine Department, with similar work profile as above, with high level initiatives taken in developing and maintaining relationships with existing and potential future clients, and assisted AIC team in converting those relationships in successful Business deals.
Experience (Pakistan)                       :                    (Detail as stated below)
Designation       :           Computer Operator    

Company           :           Business Machine Centre, Karachi - Pakistan      
Period                :           January 2007 – November 2007

· Maintenance of statements of payments & for outstanding Premium Receipts

· Compilation of monthly statements into the Ledger Account

· Telephone Operation and taking details from important clients 

Personal Data
Gender                               :             Male

Marital Status                    :             Single

Date of birth

:
25th March, 1987

Nationality

:
Pakistan

WORK ETHICS

Dedicated and hardworking with desired leadership qualities, a positive attitude, and sound managerial skills. 

I believe that in order for one to be a good Leader, people should want themselves to be led by him/her, rather than that person coveting for that position. A Leader should not choose his/her Followers, rather, the Followers should choose their Leader. I want to become one such person capable of serving and guiding people to success.

NOTE – References can be provided upon request

