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Objective

To pursue a career in a progressive organization, which provides opportunities for career growth and professional development to build up the overall personality. I will like to work independently with full devotion in my area of activity. 
Education

· Graduation (Arts)  



Baha-ud-Din Zakria University, Multan – Pakistan (1992)
· Diploma in Windows Applications (DWA)





Pakistan College of Computer Sciences, Khanewal, Pakistan (1993)
Computer Knowledge


· MS Excel, MS Word, MS Powerpoint

· AutoCAD – 2D

· MS Project
Experience



a) Job Title:

Warehouse/ Procurement Officer
Job Duration:

April 2012 to June 2013
Responsibilities:
· Responsible for mechanical and civil stores.
· Maintain minimum stock level for running items.

· Planning of workload to fulfil the timely material requirement of Store
· To outsource correct vendors for material procurement.

· To maintain proper record in retrievable manner.
· Make sure for the proper supply of all the items from warehouse to project sites.
· Procurement of different material/ items for running of project, Heavy Equipments Spare Parts Ordering/ purchasing according to part books

· Purchasing of Autos Spare-parts (Dozers, Excavators, Graders etc.) spare parts, Computers, Printers, Accessories and Office related Articles.
· Arrangement of the fuel and Lubricants for machines and equipments.
· Carrying out effective negotiation on prices, terms of payment and delivery on the basis of comparative statement
a) Job Title:

Spare Parts Officer
Job Duration:

June 2013 to till today:
SIPAM T.P CONGO, Point Noire (Republic of Congo), Technical Base (Central), PK45, Brazzaville, Congo
Responsibilities:
· Provision of technical assistance to workshop managers related to Spare Parts.
· Receiving of Spare Parts Purchase Requests from different project sites (Garages), after analyzing, submission to procurement department for Purchase.

· Arrange spare parts as per catalogue, microfiche & CDs from overseas and local supplier for over 1200 earth moving equipments/ machines according to their repair, maintenance, breakdown and damages.

· Preparing Purchase order and further submission to Director Procurement.
· Record maintaining of orders, invoices and correspondence related to spare parts and equipments.
a) Job Title:

Warehouse Manager
Job Duration:

October 2011 – February 2012
Excellence Catering Co. Ltd. 708/6, Soi 20, Phatnakan, Bangkok, Thailand. 

Responsibilities:

· Stock maintenance and procurement from the local market to ensure the minimum stock level of store materials. 

· Ensure proper and safe dispatch of materials to the designated destinations.

· Maintain minimum stock level for running items. 
d) Job Title:

Personal Business (Kayani Enterprises) 

Job Duration:

December 2007 to August 2011 

Arrangement and supply of Spare Parts for Heavy Machines and Trucks, and also supply of Lubricants for the different types of equipments.
b) Job Title:

from Computer Operator to Planning Officer
Job Duration:

February 1997 to September 2007
Worked with leading construction company Habib Rafiq (Pvt.) Ltd. known as HRL at various Projects in Store and Planning Section from February 23, 1997 to September 14, 2007 at their following projects:

	Development of Bahria Town, Sector-C, Lahore
	Bahria Town Ltd.

	Development of DHA Phase-II, Islamabad
	Defence Housing Authority, Islamabad

	Construction of Road – FDA Project, Faisalabad
	FDA

	412 MW CC Rousch Power Plant, Abdul Hakim (Khanewal)
	Rousch (Pakistan) Power Limited


Responsibilities:

· Preparing of Schedules using MS Project.

· Monitoring and preparation of Progress report of the project (weekly/ monthly)

· Procurement of different materials from the local markets.

· Proper Filling & Document Control System to achieve and maintain ISO standards
· Preparation of any type of Data Tables on Spreadsheets

· Preparation of As per Site Drawings of Buildings using AutoCAD 2D.

· Preparation of Road X-sections using AutoCAD.

· Preparation of Presentation to Client using Multimedia

· Typing letters and typing of Correspondence

· Trouble Shooting of Computer Software & Hardware

· Preparation of Organization Charts

· Responsible of site store, preparing daily reports of man power and progress reports.
Personal Information             

Data of Birth:

25 August 1974
Marital Status:
Married 
Nationality:

Pakistani
Personal Strengths
· Fluent in English

· Good command on Microsoft Office

· Punctual and Responsible

· Strong IQ and Leadership Qualities

· Excellent Communication and Presentation Skills

· Feel comfortable with working in a team

Hobbies

· Cricket, Table Tennis  

· Surfing net 
· Reading Books

Languages

· Urdu , English, 
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