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CORE COMPETENCIES
· Operations 
· Project Management 
· HR & Administration 
· Office Management 
· Information Technology 
· Retail & Sales 

EDUCATIONAL QUALIFICATIONS
2007
Al Khair University Islamabad (Pakistan)
(Master in Business Administration)
1996
Government Post Graduate College Abbottabad (Pakistan)
(Bachelor of Science)
1996
Institute of Computer Languages (Pakistan)
(One year Diploma in Computer Programming)
1989
Government College Lahore (Pakistan)
(Fellow of Science)
1987
Army Burn Hall College Abbottabad (Pakistan)
(Matriculation)

ADDITIONAL QUALIFICATIONS
	2006
	Thames Valley University
	(UK)

	
	Sage (Accounting) Level II
	

	2004
	Open University
	(UK)
	

	
	(T171) Information Technology

	2003
	University of East London
	(UK)

	
	(ICT) Information Communication Technology

	2000
	New Vic College
	(UK)
	

	
	English Tourist Board Certificates

	2000
	New Vic College
	(UK)
	

	
	Basic Health and Safety Certificate

	2000
	New Vic College
	(UK)
	

	
	First Aid Training
	
	

	1999
	Direct Computer Training
	(UK)

	
	(Diploma in Software Applications)

	1998-99
	C.I.T.E  (UK)
	
	

	
	NVQ Level II (Operating Information Technology)

	1998
	Business & Training Group
	(UK)


NVQ Level II (Administration)

WORK EXPERIENCE
2014-15 Arrow Transport Logistics (Pvt) Ltd Chief Executive Officer (CEO)
· Direct , lead, coach, mentor, motivate and supervise the management team members and influence them to take positive action and accountability of their assignment 
· Establishes and maintains a strong relationship with the on-site and corporate leadership team 
· Facilitates communication with both regional managers and area senior manager, to ensure that timely information about deliveries is provided on a timely basis to our clients. 
· Manage company's resources to maximize strategic and financial benefits of the company 
· Provide complete leadership in building profitable and sustainable product and services 
· Create and implement effective strategies to achieve growth and profitability. 
· Develop strategies for every related department to ensure smooth operations and monitor implementation respectively. 
· Liaise with Pakistan Custom officials in various company affaires related to the business 
· Build up and motivate the team to perform at a high level of integrity and professionalism. 
· Represent and market the company's product and services to the local and international businesses 
· Monitor market trends and identify new business development opportunities and business plan (including financial forecast) for identified opportunities. 
· Identify, hire and manage the senior management of the company and participate in the recruiting, and selection process for various positions 
· Develop and facilitate a comprehensive transportation management system to meet the objectives of the business 
· Provide strategic and tactical leadership and oversee the coordination , execution and delivery of transportation management solutions 
· Regularly analyze the elements of the transportation function for risks, opportunities or trends and make recommendations to correct adverse activities to management. 
· Apply a continuous improvement approach to fleet and transportation management, recommending and improvements to existing practices, as appropriate. 
· Identify, plan and implement improvements to reduce cost and improve services, including the use of updated technologies. 
2012-14  SIMPLY LOGISTICS Project Manager (Operations Task Leader) Tracking and Monitoring Project
· Direct and manage the execution and implementation of tracking and monitoring project 
· Oversee country wide operations and improve the operational systems where required 
· Manage the central control room and keep close coordination with regional control rooms 
· Project direction and give proposals /input for strategic management on STEP-related matters. 
· Liaise with Pakistan Custom officials regarding the progress of tracking and monitoring project 
· Delegate tasks and responsibilities to appropriate personnel 
· Identify and resolve issues and conflicts within the project team 
· Develop and deliver progress reports, documentation as required by the management 
· Determine the frequency and format of status reports from the project team analyze results, and troubleshoot problem areas and propose process improvement 
· Coach, mentor, motivate and supervise project team members and influence them to take positive action and accountability of their assignment. 
· Where required, negotiate with other functional heads for the acquisition of required resources or services for the project and operational requirements. 
· Liaise with consulting team on various project matters related to the project 
· Escalate issues to the management related to this project 
· Development, roll-out / scale-out operations, change management, Process improvement and correspondence with external stakeholders including FBR, Customs department 
· Responsible for service delivery and service support processes. 
2010-11  SOLUTIONS Chief Executive Officer (CEO)
· Oversee the operations and manage all ongoing projects of the organisation; 
· Promotion from within, human resource plan, new positions, active recruiting; 
· Corporate policies, new policies, management input, review ; 
· Monthly reports, quarterly reviews, supplemental action programs 
· Involvement in planning, salary discussions, management turnover 
· Project Management, Public relations, community participation 
· Coordinate with staff to identify new projects and deploy consultants, 
· Conduct in-house and outside training as required; 
· Ensure timely execution of ongoing projects, 
· Communicate with national and international firms for collaboration; 
· Oversee annual budgets to support operating project and plans 
· Ensure that staff practices all appropriate accounting procedures 
· Provide prompt and accurate information of the organization’s financial position, 
· Supervision and submission of tax returns in compliance with taxation body; 
· Recruitment and contracting of company and project staff; 
· Devise administrative documentation and procedures; 
· Performance management and improvement systems; 
· Develop and supervise company website and IT resources 
2008-10  LONESTAR ALPHA LAB (Oman) HR & Administration Manager
· Develop and implement HR & Admin system and follow ISO 9001:2008 requirement, 
· Coordinating with senior management to review office performance, 
· Short list, interview and recruit new staff and collect their passports upon arrival, 
· Identify new hiring staff using CV’s, websites, newspapers and traveling abroad, 
· Maintain and update all the personnel files of staff & scanning them to the computer, 
· Generating payroll/staff salaries overtimes and attendance, preparing settlements, 
· Conduct annual performance staff appraisals and prepare increments, 
· Responsible for training of company staff, 
· Coordinate with PRO’s to arrange visas for new staff, 
· Circulate internal staff memos related to company affairs, 
· Booking tickets for staff, leave processing, passport and labour card renewals, 
· Prepare job descriptions and job responsibilities for all staff positions in the company, 
· Designing necessary forms and procedures for administration systems, 
· Supervise clerical & secretarial staff and office boys, 
· Organizing office maintenance & repair work, 
· Procure office supplies, stationary, equipment and furniture, 
· Coordinating with all department managers to establish office and staff needs, 
· Controlling office budget by cutting down on cost, 
IT:
· Providing office space and I.T resources for staff, 
· Setting up internal company telephonic system and allocating extension to staff, 
· Setup Windows 2003 server with networking to backup data of all departments, 
· Create email ID’s and configuring outlook accounts for staff, 
· Devise and launc company s website with relevant information, 
· Installation of Windows, Microsoft software packages, antivirus program and software, 
· Providing helpdesk support and troubleshoot minor network problems, 
Logistics and accommodation: 
· Overseeing and scheduling the day to day activities of transport for employees, 
· Organize the maintenance and repair of all company vehicles, 
· Ensure all deliveries/pick ups are done efficiently, 
· Arrange to pick and drop new or staff going on leave to and from the airport, 
· Provide logistic support to employees going on site work, 
· Arranging staff accommodation and allocate staff accommodation to various categories of staff, 
· Carry out necessary repairs and maintenance work in staff accommodation, 
2008
BOND COMMUNICATIONS (U.A.E) Dubai  Office Manager
· Coordinating with HR dept, short listing candidates and interviewing them, 
· Coordinating with senior management to review office performance, 
· Ordering (office supplies, stationary, equipment and furniture), 
· Dealing with post, courier, emails and utility bills, 
· Supervising clerical & secretarial staff, office boys, driver, 
· Keeping personal records, controlling office budget, 
· Schedule staff leave and booking air tickets on their annual leave, 
· Visit companies site offices from to monitor performance, 
· Organizing office maintenance & repair work, 
· Organizing events and booking conferences rooms, 
· Overseeing and scheduling the day to day activities of transport for employees, 
· Supervising companies overall transport, 
2006-08  CHIRAGH COMMUNICATIONS (Pakistan)  Director Finance & Administration
· Develop and implement retail systems of the company, 
· Training and manage office staff, 
· Short list, interview and recruit new staff, 
· Monitor payroll/staff salaries overtimes and attendance, 
· Communicate with Pakistan Telecommunication Company Ltd head office, 
· Coordinating with senior management to review office performance, 
· Dealer support, stock control, stock checks, stock evaluation, 
· End of month reports, profit and lose report, 
· Preparing monthly financial statements, supervision of cash inflow and out flow, 
· Supervise daily banking reconciliation and bank deposits, 
· Provide customer services to customers and distributer, 
· Support the sales director and sales staff with stock issues, 
2003-06  CARPET RIGHT (UK)  Senior Sales Advisor
· Maintaining a high standard of customer service 
· Estimating and cutting carpet for take home today service 
· Deal with internal sales and order processing , 
· Establishing customer needs and provide product knowledge, 
· Coordinating with the office management to answer customer queries, 
· Organizing fittings of carpets, vinyl, and laminate flooring as per customer requirement, 
· Train new sales staff and give them product knowledge of various stock, 
· Order roll stock, laminate flooring & vinyl flooring as required, 
· Perform warehouse checks and identify off cuts or end of rolls to make remnants, 
· Visit customer premises to check complaints regarding fitting or faulty carpets, 
· Communicate with estimators and fitters to carry out measures and fitting, 
· Display companies new product and promotions at different locations, 
· Make sure the sales floor is neat and tidy at all times by junior sales staff, 
· Keep point of sale items at the right place in the showrooms, 
· Achieve monthly and special sale occasion targets, 
2000-03  CARPET RIGHT (UK)  Retail Systems Administrator (Office Manager)
· Supervision and training of office/admin staff , 
· Short list, interview and recruit new staff when required , 
· Inventory control, invoice data entry, cash handling and process refunds, 
· Execute daily banking reconciliation and deposit cash in the bank, , 
· Ordering and receiving new stock and book them into the computer system, 
· Perform stock check periodically and identify and rectify issues, 
· Monitor stock movements and incoming and outgoing transfer of stock, 
· Keep record of all customers of the smart system database and update, 
· Deal with customer services face to face and telephonically, 
· Coordinating with the auditor in connection with stock issues, 
· Generate back order, purchase order, profit loss and stock evaluation reports, 
· Run commission reports to calculate salesman commissions for the month, 
· Arrange and amend estimates and fittings for customers as per their requirement, 
· Maintaining fitting and estimating diaries for fitters and estimators, 
	2000-2004
	BRITISH GAS  (UK)  Sales Adviser (part time)

	
	Residential sales, customer services, promoting new products, installing new equipment,

	
	signing contract on Site, reporting daily sales, customer support, achieving targets.

	1998-2000
	GLOBAL CONNECTIONS (UK)  Admin & I.T Executive

	
	Database management, designing presentations, corresponding with companies via email,

	
	data entry, stock inventory control, accounts management, telephone calls, health and safety

	
	checks, assisting directors with daily tasks, word processing and spread sheet analysis,

	
	assisting sales staff with stock inquires.

	1996-1998
	INSTITUTE OF COMPUTER LANGUAGES (Pakistan)  I.T Trainer

	
	Training students with basic computer skills, short courses, MS windows, MS packages (ie)


MS Word, Excel, Power point, registering students, collecting fees, organizing classes, conducting exams (short courses).

LANGUAGES
Fluent in English, Urdu and Pashto.

	
	


