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Professional Experience

· Storekeeper - F & B – Maintenance: Presently working with Palma Beach Resort – Umm al Quwain from 17th April 2014 till present. 
Responsibilities/Duties:
· Maintaining all inventory records. 
· Receiving and issuance of all items. 
· Quotation comparisons – and cost controlling. 
· Record keeping – of all invoices. 
· Preparing of purchased orders – as per requirement 
· Assisting Finance Department – in preparing of finance report. 
· Record keeping – using latest software’s (micros, peach tree, MS office etc…) 
· Prepared & maintained accounts departments records - including document controlling. 
· Efficiently/Accurately handled contractual documents. 
· Storekeeper & Assistant Procurement Officer: Worked with Noman Enterprises - Karachi from 4th August 2013 till 10th February 2014. 
Responsibilities/Duties:
· Receiving and issuance of material, from production till delivery; of multiple required material including civil engineering, stationary and paper ware, stitched & unstitched garments, automobile spare parts only imports etc… 
· Maintaining transparency in vendors/suppliers selection. 
· Ensure implementation of bids comparison. 
· Assist in preparation of import/export documents. 
· Analyze of land worth before its sales or purchase. 
· Record verification/authentication of land legality status before it sale or purchase. 
· Maintain accounts ledger & records. Prepare cheques, bank drafts, monthly payrolls, vouchers etc.. 
· Prepare & maintain accounts department records and document controlling. 
· Recheck of all legal documentation, and takes advice of judicial advisory if required. 
· Maintain good business relations among custom department & shipping companies, which eased the organizational interventions. 
· Assistant Project Manager & Logistics Officer & Document Controller: Worked with Adventist Development & Relief Association – ADRA, on Rajanpur Water Purification Unit Project in District 
Rajanpur Pakistan 1st Dec. 2012 till 31st July 2013.
Responsibilities/Duties:
· To work as a project team manager/leader, and making happen the assigned tasks as per Detail Implementation Plan's. Efficiently carried on and deliberately delivered providence of clean water, sanitation facilities and effective's health issues solving activities, ensuring all assigned targets are achieved on time. 
· Preparation & submission of activities monthly report and preparation of project monthly progress graph. 
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· To be in direct co-ordination with district bureaucracy & security officials, and attending seminars & cluster meetings (related to nature disasters and sharing of planned activities) on district level, as an organizational representative. 
· Organizing & conducting of need assessment surveys in disaster occurred areas, and writing of concept notes & proposals. 
· Preparation & re-check of all project finance documents, before its submission to finance department, and individually handled project procurement & logistic activities. 
· Conducted/Arranged trainings sessions among project staff; relating to cleaning of water, safe sanitation, basic first aid, handling & usage of fire extinguishers, preparation of reports, life saving safety regulations etc... 
· Registered Nurse: Worked with ADRA, on Flood Relief Project in District Muzaffargarh Pakistan 10th Aug. 2011 till 31st Oct. 2012. 
Responsibilities/Duties:
· Working with a variety of patients, from pediatric to geriatric. 
· Collaborate with members of an interdisciplinary health team to plan, implement, coordinate and evaluate patient care in consultation with patients and their families. 
· Monitor, assess, address, document and report symptoms and changes in patient’s condition. 
· Establishing treatment plans, operating medical apparatus or equipment, performing diagnostic tests. 
· Treating medical emergencies, such as heart attacks, strokes, car accidents and burns, and administer medications as prescribed by a physician or according to establish policies and protocols. 
· May teach and counsel patients and their families on health related issues in collaboration with other health care providers. 
· Storekeeper & Assistant Procurement/Logistics Officer: Worked with Noman Enterprises - Karachi from 
13th April 2011 to 5th August 2011. 
Responsibilities/Duties:
· Same as: Worked with Noman Enterprises - Karachi from 4th August 2013 till 10th February 2014. 
· Registered Nurse, Pharmacist Administrative Assistant & Hygiene Promoter: Worked with ADRA, on Flood Relief Project in Tehsil Shah Jamal, District Muzaffargarh Pakistan from September 8th 2010 to 
March 31st 2011.
Responsibilities/Duties:
· Working with a variety of patients, from pediatric to geriatric. 
· Collaborate with members of an interdisciplinary health team to plan, implement, coordinate and evaluate patient care in consultation with patients and their families. 
· Monitor, assess, address, document and report symptoms and changes in patient’s condition. 
· Establishing treatment plans, operating medical apparatus or equipment, performing diagnostic tests. 
· Treating medical emergencies, such as heart attacks, strokes, car accidents and burns, and administer medications as prescribed by a physician or according to establish policies and protocols. 
· May teach and counsel patients and their families on health related issues in collaboration with other health care providers. 
· Storekeeper & Assistant Procurement/Logistics Officer: Worked with Noman Enterprises - Karachi from 
28th June 2010 to 5th September 2010. 
Responsibilities/Duties:
 Same as: Worked with Noman Enterprises - Karachi from 4th August 2013 till 10th February 2014.
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· Registered Nurse (Medic): Worked with B.L. Harbert International LLC. in construction of U.S. Consulate Karachi Pakistan from 24th Oct 2008 till 16th June 2010. 
Responsibilities/Duties:
· Maintaining transparency in vendors/suppliers selection. 
· Observing and recording patient behavior. 
· Dealing with a variety of patients and initially treated medical emergencies, such as heart attacks, strokes, car accidents and burns. 
· Establishing treatment plans, operating medical equipment individually and in coordination with physicians and other health care professionals. 
· Performing diagnostic tests, administering medications and treatment. 
· Supervising licensed practical nurses (LPNs) and certified nurse assistants (CNAs). 
· Storekeeper & Assistant Procurement/Logistics Officer: Worked with Noman Enterprises - Karachi from 
25th May 2008 to 20th October 2008. 
Responsibilities/Duties:
· Same as: Worked with Noman Enterprises - Karachi from 4th August 2013 till 10th February 2014. 
· Registered Nurse: Worked with Fatimiyah Hospital Karachi Pakistan from 12th April 2007 – 14th May 2008. 
Responsibilities/Duties: 
· Dealing with a variety of patients. 
· Gained useful experience in acute care of Medical, Surgical wards and ICU. 
· Observing and recording patient behavior. 
· Establishing treatment plans, operating medical equipment. 
· Supervising licensed practical nurses and certified nurse assistants. 
· Performing diagnostic tests, administering medications and treatment. 
· Registered Nurse: Worked in Nursing Services, Karachi Adventist Hospital Karachi Pakistan from 1st Apr. 2004 – Feb 28th 2007. 
Responsibilities/Duties:
Same as: Worked with Fatimiyah Hospital Karachi Pakistan from 12th April 2007 – 14th May 2008.

Note: More briefed analysis on working experiences and conditions are illustrated on their specified experience letters, and will be provided on demand.

Trainings/ Awards/ Certificates Received
 2003 Community Health Nursing Award in Recognition from ADRA (Adventist Development and Relief Association) in 2003.
 2010
Fire Fighting Course;  B.L. Harbert International in 2010

· March 2011 Certificate received by ADRA for contributing as Nurse, Pharmacist in successful completion of Muzaffargarh Health and Hygiene Emergency Project and Water Purification Project. 
	
	2012
	Training attended & certificate received for Assessment Methodologies

	
	& Techniques for Community Restoration Cluster of UNDP; held at Multan Pakistan

	
	Dec.2014
	ILETS – British Council Sharjah, U.A.E.. – Band Scored: 7 (Overall)
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Academic Qualification
· Matriculation: Passed SSC from Board of Sindh Secondary Education Karachi (St. Patrick’s High School.) in 1999. 
· Intermediate:     (Humanities) Board of Intermediate Education Karachi in 2008. 
· Bachelor’s: (Arts) University of Karachi in 2011. 

	
	Professional Qualification

	 2000 - 2003
	General Nursing 3 Year Diploma; School of Nursing Karachi Adventist

	Hospital.
	



Highlighted Skills & Abilities
· Store Management – Food & Beverage / Civil Construction Material 
· Logistics & Procurement management - Documentation Controlling 
· Cost controlling – Document maintaining 
· Preparation of debit and credit balance sheets 
· Proficient fluency in written & spoken English 
· Have profound knowledge of using software, Sun System. 
· Have profound knowledge of using software, SAGE. 
· Have profound knowledge to work on date preservation software’s, as per installed in companies systems. 
· Well known knowledge of operating M S Office (word, excel, power point) 
· Report Writing 
· Profound Assessment Skills (especially in regards of areas need assessment) 
· Independently/Individually managing of medical emergencies, at enormous construction sites 
· Hospital/patient care and management - medical and surgical 
· Well known knowledge of data entries in latest computer software’s 
· Administrative Skills 
· Employees management 
· Dealt with peoples of different caste & creed with needed efficiency, under working pressure circumstances 

Personal Biography
D.O.B.:
04th March 1984
Nationality:
Pakistani
Marital status:
Married
Height:
5’ & 6”
· References will be provided as required 
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