SAJID 
[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!




OBJECTIVES:

I am highly competent, dedicated, reliable team player and I am well motivated and hard working. Now I am looking for a more rewarding and challenging role in any appropriate field where I can apply my professional skills for the benefit of the organization and cultivate a good career in the future as per my ambitions. Right now, I would like to work for a friendly and exciting company that is looking for a capable Data Entry Administrator who can reflect their values of excellence & quality.

​​
CAREER HISTORY:

Data Entry Admin 2008-Present at Co. Sharjah

Established in 1975, IFFCO is a United Arab Emirates based business house, which manufactures and markets a well-integrated range of consumer products. IFFCO operates under the following business segments: Impulse Foods, Agri. Business, Oils & Fats, Packaging, Sales, and Distribution. IFFCO also manufactures related derivatives and intermediates associated with these business segments. IFFCO continues invest in brands that build value for the consumer. Our brands like Allana, IFFCO, London Dairy, Tiffany, Noor, Rahma, Igloo, and Al Baker enjoy the confidence of consumers all over the world.

Current Job Responsibilities:

· Working as MIS (Management Information System)

· Entering production batch reports and other related information into a system within the agreed timescales, and in an accurate and diligent manner.

· Creating RMPM requisition reports as per production plan and forecast.

· Generating Production, Breakdown Reports on daily basis for top management.

· Entering, Maintaining and Updating process flow, recipes, routing and formulations as per system.

· Assisting Payroll dept. in maintaining employees’ attendance for salary, overtime & incentive system.
· Assisting & co-coordinating Supply Chain Dept., purchasing & planning against the given task.

· Finishing work quickly, accurately and within deadlines.

· Reviewing and verifying all data entries to ensure its accuracy.
· Correcting data contained in automated system.

· Promptly responding to inquiries regarding any data entry issues.
· Designing new spreadsheet and manipulating old ones so that new data fields can create.

· Ensuring the integrity of production, RM/PM, and FG inventory databases.
· Validate the accuracy in automated system.

· Responsible for ensuring proper computerization and documentation.

· Respond to requests for information and statistics
· Checked printouts and performed statistical checks for accuracy.

· Performed daily control functions.

· Confirming information, operating plans of data entry and preparing documentation.

STRENGTHS:

· Organizational and planning skills.
· Able to work both individually and as part of a team, to strict deadlines.

· High energy, positive and enthusiastic attitude.

· Able to work in setting where a high degree of discretion is required.
· Interact with others in a professional and courteous manner.

· Willingness to learn new skills.

· Proven ability to enter names, addresses, statistical information, business information, account numbers, and other data.
· Superb typing speed, excellent attention to detail and able to juggle a variety of tasks. 
· Logical, passionate, and determined when approaching problems.

· Manage individual workflows effectively; improve processes when necessary.
· Possess excellent customer service & administrative skills.

· Prioritization of work and perfect time management.

· Systematic and methodical approach to work.

· Strong verbal and written communication skill.

· Attention to detail and ability to complete work in a clear and precise manner.
· Able to help senior management.

· Exceptional management and leadership skills.

· Always ready to learn and develop with the organization.

· Outstanding skill to keep data privacy.

· Excellent ability to provide good customer service.

· Good awareness to safety issues.
COMPUTER SKILLS:

· Oracle. (ERP)

· BAAN.
· MS Word, MS Power Point.

· Well versed with computer operating systems. ( windows xp, windows 7/8)

· Knowledge of computer related software, hardware, and networking.
ACADEMIC QUALIFICATIONS:

· I.Com in Third Division, Pakistan Government Premier College, Karachi 2001. 

· Metric in Second Division, Mount Sinai Secondary School Karachi 1999. 

CERTIFICATION:
· Advance MS Excel, Interman Training Center, Sharjah, 2011
PERSONAL INFORMATION:                                                                                                                                                  

· Date of Birth :


August 29, 1983

· Marital Status:


Single

· Place of Birth:


Dubai, UAE

· Nationality:


Pakistan

· Languages Known:

English, Urdu

· Visa Status:


Employment / Transferable Visa
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Driving License:

Valid UAE Driving License.
SAJID CV NO. 1723392





� HYPERLINK "http://www.gulfjobseeker.com/feedback/submit_fb_em.php" ��Click to send CV No & get contact details of candidate�


 �











SAJID
Page 3

