[image: image1.jpg]


[image: image2.jpg]


R E S U M E


MUHAMMAD
MUHAMMAD.267637@2freemail.com  

CAREER OBJECTIVE:


To join a professional establishment for challenging opportunities where my qualification along with my experience are honed and are best utilized for the betterment of organization and also my career. The premier objective will be always performing my duty with efficiency by virtue of academic knowledge, practical experiences and guidance of organizational system.


SUMMARY OF WORK EXPERIENCE:


dnata , The Emirates Group (Ground Handling & Airside Operation)

[ Airside/Equipment Operator ]
March 2016 to till date

· Responsible for loading and offloading activities safely
· Follow safety rules all the time

· Check all Ground Support Equipment

· Check aircraft doors to avoid any damage when loading and offloading.

· Provide assistance for Pushback/tow operation.

· Make sure aircraft structure is clear from any barrier to avoid any ground crash

· Providing assistance in the technical workshops

· Delivering documents

Union Paper Mills, P.O.Box 41 Dubai, UAE, Part of M.A.H.Y. Khoory & Co. Paper Recycling Company

[ Sales Executive Indoor ]
Jan 2013 - Dec 2013

· Dealing Sales for Plastic Scrap & Plastic Granules in RWMD Warehouse (Recyclable Waste Management Division)
· Preparing Proforma Invoices, Sales Invoices, Delivery Notes & Gate Pass.
· Co-ordination with Site Supervisors/Foremen’s for sales related issues.
· Agreements & contracts maintenance. Cash Handling.
· Filing, Photocopying, Scanning Docs.
· Handling other related administrative/accounts work and performs various other activities as and when required by management.
[ Office Assistant cum Data Encoder ]
Mar 2008 - Dec 2012

· Data Entry & encoding inward material on employee code and supplier’s code into Oracle
Automation System.

· Preparing Helpers & Drivers Salary.
· Co-ordination with transport coordinator to resolve the entry related issues.
· Co-ordination with company drivers and foremen for any trips related issues.
· Reviewing procurement documents and entries for accuracy.
· Memos & Miscellaneous Typing, Photocopying, Scanning Docs.
· Generating the monthly employee reports, through Automation System, etc.
	IT Officer
	2006 – 2008


Sitara Chemical Fertilizer Pvt. Ltd, Multan, Pakistan.

· To provide desktop support and maintenance for current and new information systems.
· Assisting office workers with their computer desktop systems.
· Providing computer support services both for software and hardware for an organization’s employees.
· Testing of computers and ensuring that computer systems are functioning properly.
· Identifying and solving any problems that affect computer operating systems.
· Maintenance of computer systems or offering recommendations on upgrades needed.
· Training staff and orienting them on how to use computer hardware and software systems.
· Maintaining other computer peripheral devices such as printers and solving printing problems.
· Coordination of computer maintenance with other Information Technology professionals such as Network Operations staff.
· Providing support for the MS Office applications (MS Word, Excel, PowerPoint and Outlook).
ACADEMIC QUALIFICATION:


	
	
	Level
	
	
	Year Passed
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	Intermediate
	2006
	
	Boar of Intermediate & Secondary Education, Multan.
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	Matriculation
	2003
	
	Boar of Intermediate & Secondary Education, Multan.
	

	
	
	
	
	
	
	
	
	
	
	

	
	PROFESSIONAL QUALIFICATION:
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	Name of Examination
	
	
	College/Institute
	
	Year
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Diploma in Information Technology
	
	
	Multan College of Management & IT
	
	2004
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	Aviation Security Awareness
	
	
	Dnata Training HQ
	
	2016
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Ramp Safety Induction
	
	
	
	
	
	Dnata Training HQ
	
	2016
	
	

	
	
	
	
	
	
	
	
	

	
	
	Fundamentals of Human Factors in Ground
	
	Dnata Training HQ
	
	2016
	
	

	
	
	Handling
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	Fundamentals of Dangerous Goods
	
	
	Dnata Training HQ
	
	2016
	
	

	
	
	Handling
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	COMPUTER & TECHNICIAL SKILLS:
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	



· MS Office™ Applications (Word™, Excel™, Power Point™, Outlook™)
· Windows Operating System (Windows 8.1™,  7™, Vista™, XP™)
· Computer Hardware, Software Solutions
· Computer Assembling, Troubleshooting & Upgrading
· Knowledge of all Kinds of Laptop & Desktop Computer Accessories
· Knowledge of Networking
· English & Arabic Typing (Typing Speed 45 Wpm & Excellent Numeric Speed)
DRIVING LICENSE:


· Holding Valid UAE Driving License. (Driving License
	Issue Date
	:
	09/04/2012

	Expiry Date
	:
	09/04/2022


INTEREST & ACTIVITIES:


· To acquire knowledge of Information Technology.
· Internet surfing.
PERSONAL INFORMATION:


Date of Birth:



10/03/1987

Place of Birth:



Multan, Pakistan

Marital Status:



Married

Religion:



Muslim

Status:



Employment Visa

LANGUAGE KNOWN AS READ, WRITE, SPEAK AND TYPE:


· English, good can speak, read, write and type.
· Arabic, normal can read write and type.
REFERENCE:


Reference will be furnished on demand.

DECLARATION

I hereby declare that the above-mentioned facts are true to the best of my knowledge and belief.

