
Objective:  
Being a committed team player, want to be a part of a renowned organization, to contribute towards the growth of the Organization, based on my expertise and to further my personal capabilities by learning from the new exposure within the structured framework of the organization.
Experience Summary:  
Worked Experience As a Site Supervisor / Administration Feb, 2014 to Till Date.
Working with Zuhmat Group Construction & Logistic Warehouse Services LOGCAP Operations O&M Contract with US ARMY Project as a Site Supervisor/ Administration in Camp Leatherneck Afghanistan.

Job Profile:   

 Responsible to look Projects Activities of the contract and to give potential assistance to the General

 Manager.

Key Responsibilities:
· Completion of the project to high standards of quality and on program

· Good quality and documents records maintained.

· Good reference provided by our client at end of each project. 

· Site is maintained in a neat and tidy manner at all times. 
· Responsible to give requisition of material in due time. 

· Assisted the operation manager in planning, directing and coordinating the daily activities of the projects.
· Perform the day to day processing of financial transactions to ensure that municipal finances are maintained in an effective, up to date and accurate manner.
· Assist the Warehouse Manager in day to day warehouse operation.
Proper storage of materials and ensure minimal loss
Supervise deliveries and pickups to ensure quality and quantity of products.
Effective and efficient utilization of the resources like men and vehicles
Monitor the deliveries and packaging
Stock controlling in the warehouse
Look for opportunities on how to enhance the efficiencies, efficacious of the various resources
· General Responsibilities
Update invoices and documents of the items on the daily basis
Record deliveries and pickups
Maintain inventory records and tracking system.
Monitor activities in warehouse to ensure proper recording of outgoing materials.
Supervise Kitting activities; Increase productivity of Kitting with proper quality check.
Coordination with 3 PL & transporters.
· Provide administrative support in order to ensure effective and efficient office operations. Receive and verify invoices and requisitions for goods and services Verify that transactions comply with financial policies and procedures.  Prepare, verify, and process invoices and coding payment documents,  Prepare batches of invoices for data entry, Data enter invoices for payment,  Process backup reports after data entry,  Manage the weekly cheque run,  
·  Prepare vendor cheques for mailing,  List all vendor cheques in the log book,  Prepare manual cheques as and when required,  Maintain listing of accounts receivable and payable, Verify pay amounts, hours of work, deductions, etc.  Verify coding and obtain signatures,  Batch paysheets for data entry,  Data enter of payroll information.
Worked Experience As a Asst.Operation Manager / Administration / Nov, 2010 to Feb 2013.

Worked with ALPHA OMEGA SERVICES ANSF WEAPONS MAINTENANCE & TRAINING (ANSF/IASF US Army) O&M Operations and Maintenance Projects as a Asst.Operation Manager in Kabul Afghanistan.
Job Profile:   
 Responsible to look after the all Operational Activities of the Project and to give potential Assistance to Operation   

 Manager.
Key Responsibilities:
1. Responsible to Conduct Operational Activities Properly.

2. To Produce Monthly, Weekly, and Daily reports.
3. To Produce ASL.
4. Responsible to handle the Weapons Maintenance teams in all Afghanistan.
5. Responsible to look after their work and welfare.
6. Responsible to give requisition of material in due time. 
7. Responsible to make alternate arrangements of manpower while responsible person is on leave. 
8. Assisted the operation manager in planning, directing and coordinating the daily activities of the organization.
9. Handled the responsibilities of maintaining the standards of quality control and sales level of the organization.
10. Performed other essential tasks as required.
11. Purchased office equipment and supplies – contacted vendors and subcontractors.

12. Filed and recorded corporate documentation, electronic files, inventories and reports.
13. Answered telephones and transferred calls to appropriate staff members.

14. Organize and direct office services, for instance; records and budget preparation, workers, and maintenance so as to aid executives.

15. Assist with all other office administrative duties

16. Handling the Daily Billing, Accounts, and Salary & Monthly Expenditure related to the contract,
Worked Experience Logistics Executive (Logistic & Warehouse) March, 2009 to Oct 2010.
 Worked as an Logistics Executive in ANSF Project with US Army to Weapon Maint & Training for Afghan National Army, with HEB INTERNATIONAL LOGISTICS Kabul from March, 2009 to Oct 2010.
Job Profile:

· Administration of  Computerized Maintenance Management System.(CMMS)
Assigned the tasks of maintaining proper record of inventory of weapon parts and Govt property in warehouse and order as required.

· Manage stock control: the self-assured receipt, storage, retrieval and timely delivery of goods; shipment loading & transferring; document recording and data entry into system.

·  Planning, organizing and controlling of Warehouse’ over-all operations.
· Extremely reliable and safety conscious with solid experience in warehouse operations to include loading  and unloading trucks; shipping and receiving; order picking / packing; staging and stocking. 
· Extensive knowledge of logistic operations like distribution, transportation and warehousing. 
· Proven track record of supervising and monitoring materials. 
· Ability to handle multiple tasks and meet deadlines.
Key Responsibilities: 

· Full Accountability to handle 6 parts Warehouse in deferent location Afghanistan.

· To handle company’s delicate software for weapons & parts records.
· To produce daily monthly reports detailed list of company’s property at different sites.

· To ensure to make the Requisition report as required by my team.
· To inspect the team Time to time 

· To look after the welfare of the employees working under me.
Achievement: 

· Got promoted as a Asst Operation Manager In the same concern HEB INTERNATIONAL (AOS)
             By giving  

· Best performance in a strong competition in year 2009 to 2010.

· House of Excellence Certificate of Training in CMMC software from HEB International Logistics.
· Certificate of Appreciation form US Army DCMA inspection in JUN 2010 100% accountability of all Govt. property.
· Certificate of Appreciation for NATO for outstanding performance APRIL 2010 support to   
The Afghan National Army in Kanduz.
· Certificate of Excellence Department of Defense outstanding performance FEB 2010    

             Support to US Army in Corps 209 Mazar.
Worked With RELIANCE TELECOM Ltd (India) as a it & Costumer Care Executive FROM NOV. 2007 T0  DEC 2008 

About Company: 
Reliance telecom is one of the brand names in teli communication sector in India and provides Telecommunication services.
Job Specification: 
Inbound job, customer care cell to attend the complaint calls of potential customers and to solve  the problems on spot.
Key Responsibities:
· To attend the queries from customers on telephone
· To solve the problems of costumers on spot
· To give 100% satisfaction to the customers on his queries     
Educational Qualification
:
· 10th Class Exam Passed H.P Board Dharmshala. 
· 12th Class Exam Passed Himachal Pradesh University Shimla – 5.
· Graduation (B.A) from CMJ. University, Meghalaya.
· One year diploma of computer D.C.A High – Tech Institute in Shimla (H.P)
Computer Qualification
:
	Computer Hardware and Networking:

· Installation, up gradation of new  Software 

· Good  knowledge of Computer from:   

· Out-look, M S office &M S Excel , Software of E-Mail and Internet,

· Installation of Windows 2000, 2007,2008 Professional. 
· Control Panel, File Systems and Securities, Managing Printers, Backup and    

Recovery. Software installation.



Hobbies:

Music, Traveling & Astrology, Horoscope.
Personal details:

	Date of Birth
	9-Jan-86

	Gender
	Male

	Marital Status
	Married

	Language Known
	English, Hindi, Punjabi
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