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PERSONAL DATA

	Place of Birth
	:
	Pakistan
	

	Date of Birth
	:
	18 Feb, 1981
	

	
	:
	Married
	

	Marital Status
	
	
	

	
	:
	English – Urdu / Hindi – Arabic – Punjabi – Pashto
	

	Languages
	
	
	

	
	
	
	


CAREER OBJECTIVE

Seeking an affective role in a reputed organization where I may utilize my past proven experience & Interest for the benefits of the institution or company and secure my
future prospects with gaining further expertise and competence
TAREGETED POSITION   MEP Purchaser / Ware-Houses Supervisor

Seeking a position in (MEP & Building Material Division) Warehouse Management /Supply Chain, Logistic, Stock Control & / MEP Purchaser.
PROFICIENT

Very Expert in MEP & Building Materials
(Electrical Wires, Cables,
Wiring Accessories, PVC, PPR, Hardware,
Plumbing, UPVC, G.I, Steel, Copper plus other ferrous And Non-ferrous Metal, Fire, A/C & Building Civil Material)
PRECISE

A Graduate with over 9 years of experience in general in these entire departments step by step, 3
Years in Pakistan while 6 years in UAE with reputed organizations, well versed in MS Office Suites, Inventory Packages OPTICON, PROFIT (ERP Systems), excellent communication, leading hygienic and interpersonal Skills & can work under pressure to meet deadlines without sacrificing
quality of output.
RESPONSIBILITIES / EXPERIENCE   As MEP Purchaser
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 Critical Thinking - Using logic and reasoning to identify the strengths and weaknesses of alternative Solutions, conclusions or approaches to problems.
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 Speaking - Talking to others to convey information effectively.
Active Listening - Giving full attention to what other people are saying, taking time [image: image5.jpg]
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 To understand the points being made, asking questions as appropriate, and not
interrupting at inappropriate times.
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 Management of Personnel Resources - Motivating, developing, and directing people as they work, identifying the best people for the job.
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 Negotiation - Bringing others together and trying to reconcile differences.
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 Persuasion - Persuading others to change their minds or behavior.
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 Judgment and Decision Making - Considering the relative costs and benefits of potential actions to choose the most appropriate one.
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 Collecting and reviewing material request from the site as per BOQ and purchases materials
needed as per consultant’s approval.
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 Monitoring - Monitoring/Assessing performance of yourself, other individuals, or organizations to make improvements or take corrective action.
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 Maintain complete updated purchasing records/data and pricing in the system.
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 Schedule store visits and conduct competitor survey.
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 Preparation and posting of all Local Purchase Order through ‘PROFIT’ E-Software.
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 Prepare and update Material Status Report (MSR)
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 Coordinate with user departments and suppliers in the purchasing scope of work for projects assigned.
[image: image29.jpg]


[image: image30.jpg]


 Handling of purchase activities in ERP System which is connected with other departments like Estimation, Design & Store
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 Handling and monitoring of claims to factories and vendors for defectives, shortage, missing parts.
[image: image33.jpg]


[image: image34.jpg]


 Responsible for the preparation and process purchase orders and documents in accordance with company policies and procedures.
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 Purchase and issue order in accordance to specification.
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 Plan and manage inventory levels of materials or products.
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 Monitor and co-ordinate deliveries of items between suppliers to ensure that all items are delivered to site/store on time.
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 Source, select and negotiate for the best purchase package in terms of quality, price, terms, deliveries and services with suppliers.
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 Monitor and co-ordinate deliveries of items between suppliers (local and overseas).
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 Ensure competent quality execution of all regular purchasing duties and administrative works.
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 Determining how a system should work and how changes in conditions, operations, and the environment will affect outcomes.
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 Achievement - Occupations that satisfy this work value are results oriented and Allow co-workers to use their strongest abilities, giving them a feeling of accomplishment. Corresponding needs are Ability Utilization and Achievement.
Knowledge Gained   As Ware-house In-charge

Acquaintance to materials from item to item Plentiful experience in storing materials
Advance use of MS Office and Inventory packages
Materials classification through various ways e.g. Brand, Use, Physical & Chemical properties, technical make & engineering technicalities.
Naming, coding and describing a single item in a short but comprehensive ways that its manufacturing & engineering characteristics are brought in one level for the ease of a common consumer.

EXPERIENCE  BACKGROUND

__________________________________________________
MEP TECH LLC (Member of TECH Group of Companies)
Warehousing Executive
April 01, 2009 to August 2012
Power Factor LLC (Member of Al-Arif Group of Companies)
Warehouse In-Charge
August 01, 2012 Till Now
Responsibilities / Supervision   As Ware-house Executive

► Receives and inspects all incoming materials and reconcile with purchase orders; processes and distributes documentation with purchase orders; reports, documents and tracks damages and discrepancies on order received to get material precisely.
· Fills supply requisitions; assists Engineers and purchasers to order adequate merchandise and supplies; delivers orders to faculty and staff. 
· Responsible for all the deliveries to our vast chain of stores and contracting 
companies in order to arrange transportation, loading and unloading as deliveries dispatched.
► Always in touch with the employees regarding the work on daily basis; their problems, technical or sensory and to resolve them at my first convenience as possible
to keep up a smooth flow of their work.
· To formulate the mind of the employees in such a way that he guarantees physical stock quantity equivalent to the system stock quantity in order to escape from the evil embarrassment to auditors. 
· Monitoring the materials availability and to prepare request for purchase when it is needed for to avoid surplus burden of materials is stocks. 
· Working hand in hand with the sales & contracting department in order to know about demand of materials and make sure that everything being purchased is for the benefits of the company. 
· Working with finance department and vendors to ensure proper receipt of goods 
and payment.
· Making a good relationship with the incumbents by visiting them or telephone, in order to 
convince them for in time transfer of merchandise and console them in case of any inconvenience. 
· Stock Miss-use monitoring needs to take measure steps as visiting and examining the stock quantity twice or often as necessary. Also necessary to ask relevant person to update on daily basis the identifying card on every material. 
· Following up of all the entire stock movements and ensure complying with the official stock movement procedures. 
· Developing and maintaining a storage policy and procedure manual taking care of roads restrictions and be in touch with all the drivers and site storekeepers. 
· Store's Hygienic, Safety & Coordination training to the workers & subordinate staff. 
· Stock Loss Control 
· Preserving materials from damage because this is everything to company 
· Store's materials classification, naming and coding 
· Stock expiry alert (Special database) 
· To keep a smooth flow of products in and out of the store room, the storekeeper 
must create a logical organizational system. Because he is responsible for the room, the storekeepers will often organize the store room based on customer and client needs. He will create a system for the physical storage of products and train subordinate employees in the system in prospect of organized supply.

AREAS OF EXPERTISE

o People management , Operational planning & Objective setting skills
O Excellent understanding of layout and visual merchandising techniques
O Ability to respond and successfully interact with coworkers, administrative staff, outside
vendors, both orally and with written correspondence o Executive Level Negotiation
o Cross cultural Communication
o Logistics Operations Management
o Inventory Planning ,Control & Warehousing
o Organizational Development
o Quality Improvement
o Problem Resolutions
o Extra-ordinary Communication & Interpersonal Skills
EDUCATIONAL BACKGROUND

DCS :
Diploma In Computer Science (1998)
Shad Computer College Swat Pakistan (Reg:)
AutoCAD :
Diploma In Drafting AutoCAD (1999)
Graduation :       Bachelor In Arts (2006)
University Of Malakand Paksitan
HMC :
Hotel Management Course (2007)
PAITHOM, Swat, (Pak/Austria)
PROFESSIONAL QUALIFICATOIN
Computer Related
Major: Windows, MS Office Advanced, OPTICON, Profit, (ERP System) Corel-Draw, Hardware & Networking.
Others
► . Got Certificate of Excellency in English (Advanced)
UAE Valid Driving License

