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EDUCATION
Master in Business Administration
Hailey College of Banking & Finance --------------------------- 2007
Bachelor of Commerce
Scholar College of Commerce ----------------------------------- 2002
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SKILLS
Communication  Computer
Organizational
English
Window & Office  Leadership
Urdu
Fox Pro
Interpersonal
Punjabi
Oracle
Planning, Organizing
SAP Business    Time Management
Browsing, Emails  Teamwork
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WORK EXPERCIENSE
Women’s Empowerment Group      September 2012 to till date
Working as an Admin & Procurement Officer
Major Responsibilities:
· Assist to evaluate Review, analyze and recommend management policies and procedures for organization. 
· Maintain office discipline & decorum by implementing new policies and procedures. 
· Monitor the acquisition, allocation, expenditure, maintain record and develop procedures to improve efficiency with minimum cost. 
· Provide guidance to employees on procurement policies, matters, and coach them on relevant processes. 
· Update data base of suppliers, Negotiate prices, issue work orders and ensure quality goods in low price. 
· Set up WEG office, including furnishings, fittings, maintenance equipment and deal insurance matters. 
· Act as focal person for suppliers or service providers for procurements, development and repair & maintenance work. 
· Take initiative on cutting costs without compromising quality. 
· Ensure proper use, maintenance of assets including vehicles, furniture, and building. 
· Managing of office environment and ensuring cleanliness thereof. 
· Arrangement of furniture, stationery, equipment & other fixtures. 


Awards &
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Achievement
· Regularity & Punctuality in College 
· Employee of Month (3 Times in a year) 
· 5’s Winner (8 
Times in a year) 
· Organize events/seminar Successfully 
· Certification of SAP Business One 
· Certification of Business SAP (Advance B2B) 
· Procurement in EC Funded Projects 
· ILETS 
· Ensure security matters and train security staff about their roles and responsibilities 
· Manage backup generators, fire detection and other office equipment. 
· Implement check & control for incoming and outgoing items, mails etc. 
Synthetic Products Enterprises Limited (SPEL)
April 2016 to till September 2012
Worked as Store Incharge from April 2006 to December 2008, Procurement Officer from January 2009 to December 2011 and Cost Accountant from 1st January 2012 to September 2012.
Major Responsibilities:
· Maintain inventory and manage computerized store, procurement and import transactions. 
· Reconciliations with local and imported vendors, supply schedules, receipts etc. 
· Maintain asset register, generate asset codes, asset tagging, addition and deletion. 
· Analysis of monthly purchases with budgets and consumption cost center wise. 
· Negotiate prices with suppliers, issue Pos. and ensure inward & outward gate passes. 
· Allocate all expenses to production, labor cycle time, machine cycle time, FOH, energy and calculate the item cost. 
· Maintain and update foreign currency rates to calculate imported material cost 
· Monthly stock taking of production, WIP & sale. Also check WIP stocks of raw materials. 
SPEL Packaging Industries (Pvt.) Ltd.
December 2002 to till October
2005
Worked as an Assist. Account & Personnel from April 2006 to June 2004 and promoted to Senior Accounts-Officer from 1st July 2004 to October 2005.
Major Responsibilities:
· Keep and update personal files of all employees, renewal of agreements, check daily attendance and other issues. 
· Maintain & keep record of all cash transaction, loans, leases, payment schedules etc. 
· Report to CEO about day to day transactions of raw material, bank, cash, party ledgers and purchases 
· Keep record of insurance, claims, renewals and others. Also maintain EOBI & social security record. 
· Keep record of Salaries, overtime, bonuses and advances etc. 

REFERENCE
I am well familiar with IT environments and can comfortably work in all versions of windows. Reference, documents and detail CV would be furnished on demand.
