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	date of birth;
	17
	-
	12
	-
	1969
	age: 
	46
	[image: image2.png]


[image: image3.jpg]


[image: image4.jpg]


years

	
	

	
	


	objective: 
	to pursue a professional career in an organization that offers a highly competitive environment demands excellence in performance and provide opportunities to attend professional growth based on individual’s merit, performance and capabilities.

	professional career 
education                         ;
current status             ;     
work experience         ;        
international experience with projects:

	b. sc. (math & statistics), f.sc., matriculation
b.sc. having 18 years plus working experience
duration     :       organization &  designatioN 
31ST AUGUST TO MAy 2016                     RATHORE ENTERPRISES & MANAGER ADMIN & ACCOUNTS
OCTOBER 2014 TO AUGUST 2015       GREEN  ARGHAND  PAK PVT LTD & MANAGER LOGISTICS & DISTRIBUTION

 june 2014 to sep 2014                        design  tech pvt ltd &  manager admin & accounts
feb 2012 to march 2014                   water link afghanistan (pvt.) & manager  chy  operation.  
dec 1998 to  april 2011              canadian high commission pakistan & maIL CLERK
jan 1998 to nov 1998             the bank of khyber pakistan &  front desk information officer
us military projects, isaf (international security assistance force), nato (north atlantic treaty organization), liberty maritime, frln international, supreme groups, dhl express, xeless & dla.


  work experience:
	organization       
	   ENTERPRISES RAWALPINDI.

	organization type
	CONSTRUCTION 

	designation
	MANAGER  ADMIN &  ACCOUNTS 

	tenure
	31st august to 19TH MAy 2016.

	reporting to
	CEO 

	area(s) of experience   
	ENSURING THAT PROJECT IS RUN IN COMPLIANCE WITH THE ORGANIZATION’S REQUIREMENT.
OVERSEES AND ENSURES THAT THE OFFICE ADMINISTRATIVE FUNCTIONS
ARE EFFECTIVELY CARRIED OUT.

MANAGE THE ADMINISTRATION’S STAFF ( GENERAL ADMIN,JANITARIAL,KITCHEN,AUTO WORKSHOP.TRANSPORT & LOGISTICS,EXCHANGE,SAFETY &  SECURITY).

DETERMINING WORKLOADS AND SCHEDULE,EVALUATING STAFF PERFORMANCE AND DISCIPLINARY ACTIONS.

ACTING AS LIAISON BETWEEN STAFF & HIGHER MANAGEMENT.



	organization       
	Green arghand  pak ( pvt) ltd  ISLAMABAD.

	organization type
	services   COMPANY  (transportation & logistics)

	designation
	logistics  and distribution  manager

	tenure
	OCTOBER  2014 TO  AUGUST 2015

	reporting to
	operation  manager 

	area(s) of experience   
	as a logistics and distribution manager having following responsibilities during job;
used it system to manage stock levels, delivery times and transport costs. 
allocated and managed staff resources according to changing needs 
liaIsed and negotiated with customers and suppliers 
developed business by gaining new contracts, analYZing  logistical problems and producing new solutions 
continued try to improved and developed business performance with in  the constraints of legislation, fuel cost and rising environmental pressure. 

	organization       
	design tech ( pvt) ltd  ISLAMABAD.

	organization type
	consulting architect & engineers

	designation
	manager admin &  accounts

	tenure
	starting  june  2014 to sept 2014

	reporting to
area(s) of experience
	ceo
verification and costing of day to day expenses incurred at different projects,
to maintain entry of various types of vouchers like bank payment, cash payment, bank and cash receipt and journal vouchers .
preparation of staff payroll, salary computations 
handling of corporate MATTERS LIKE, 
administration & hr work.



	organization
organization type
designation
tenure
reporting to
area(s) of experience
organization
designation
tenure
reporting to
area(s) of experience

organization

	water  link  afghanistan (pvt) ltd.
services company (transportation & logistics)
manager carrier holding yard operation
feb  2012 to march 2014
operations   manager
prepare daily assets availability report and report to customers and management
monitoring of foreign remittances received against services
prepare and report daily customers assets requirements to line managers/management according to customer’s requirements and demands and according to the loads and types of cargos. 
collect and record all required and necessary details and information’s from subcontractors 
preparing asset reports
preparing daily asset & movement reports with updated status
responding to the customers rfi’s and rfq’s (request for information’s and queries) with the accurate visibilities and status after performing and conducting detailed satisfactory inquiry/investigation 
upon the completions, deliveries, downloads of missions, cargos, loads. follow-up with the allocated/assigned carriers/subcontractors to obtain/retrieve the signed pod’s (prove of deliveries) 
managing and preparing and recording and compiling and investigating all internal and customer reports and demands and supplies and forecasting’s. reports; daily movement reports and master trackers and open trackers and convoy movement reports and carrier update reports.
Canadian high commission,islamabad.
maIL   CLERK
dec 1998 to april 2011.
program  manager
correspondence with all departments regarding administrative work concerned with high officials for approval import  items like diplomatic mail , noc’s for extensions of visas , passport issues or air port passes.
PREPARATION IN GATE AND OUT –GATE REPORTS FOR ARRIVAL AND DEPARTURE DIPLOMATIC MAIL. DAILY ACTIVITY REPORT FOR PROTOCOL CONCERNED INFORMS SENIOR SECURITY SUPERVISOR FOR PRIOR PERMISSION OF CONVOY MOVEMENTS WITH HELP OF LOCAL POLICE SQUAD.
the bank of khyber, Peshawer.

	organization type
	service  company 

	designation
	front  desk  information officer 

	tenure
area(s) of experience:

	jan 1998 to nov 1998.
HANDLING CASH TRANSACTIONS, REMITTANCES, CHECKS, DEMAND DRAFT, PAY ORDER, PREPARATION ETC.
HANDLING CUSTOMER REQUEST REGARDING BANKING PRODUCT AND SERVICE NEW ACCOUNTS CREATION, PAYMENTS ETC.
CAPABILITY TO PITCHING EXISTING CUSTOMER FOR THIRD PARTY PRODUCTS LIKE LIFE INSURANCE, GROUP INSURANCE, MUTUAL FUND ETC.
INFORMATION MANAGEMENT, GREETING AND HELPING PEOPLE, TRACKING OFFICE REQUIREMENT AND OFFICE ADMINISTRATION.

	personal qualities:

	accountability and client focused.
self- motivated, and have ability to work in the challenging environment.
ability to absorb work pressure and can deliver results.
ability to work independently and lead the team. 



professional certification & academic education
	sr.
	certification /degree 
	institution / university 
	specialization / major 
	passing year

	1
	b.sc. 
	govt. college  lahore.
	math & statistics
	1998

	2
	intermediate
	govt. college, sahiwal
	math,statistics,economics
	1988

	3
	ssc
	govt. college, sahiwal
	science  
	1986


computer skills and other abilities
	sr.
	skills & abilities 
	proficiency level
	

last used / practiced 

	1
	soft presentation
	excellent
	        

  -currently using


	2
	ms word
	excellent
	                           -currently using 



	3
	ms excel
	excellent
	
            - currently using

	4
	internet
	excellent
	
             - currently using


professional development 
	sr.
	workshops / seminars 
	                  year

	1
	pab' x diploma  
	
    1996

	2
	consultus (time management course)
	
    2004

	3
	safety management course
	                   2005


co-curricular / leisure activities
	sr.
	description of activities 

	1
	reading books

	2
	playing cricket

	3
	surfing internet

	4
	Current Affairs  

	5
	traveling 

	6
	social welfare

	7
	well dressing 
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