NAVEED MUSHTAQ

Discipline Applied For:  ………………………………………………………………


EXPERIENCE
 
UAE:
  Two & half Year      //  
Pakistan:
11 Years
From: 
   Feb, 2011 to Jan, 2016 
< 5 Years > 
Employer:




Position held:



Administrator 
Description of duties:
Coordinated and directed project meetings. Handle the Plot Transfer & Account Departments, Deals with Contractors, Suppliers & Customers, Manage budget, administrative activities & improve facilities for our residence members.



-------------------------------------------------------
From: 
   July, 2008 to Jan, 2011 
< Two & half Year > 
Employer:



China State Construction Engineering Corp. L.L.C
Project Name:
Improvement of Sheikh Mohammad bin Zayed road R902/1
Position held:
Document Controller 
Description of duties:
Collecting information from clients, Listing out the Documents and documenting the project detail, Describing and creating the Acknowledge letters for the clients.


Create Document control and correspondence folder for individual projects, Control all aspects of project documentation utilizing various control method.
From: 
   Feb, 2006 to May, 2008 
< Two Year & 4 Months > 
Employer:



HFC (Halal Fried Chiks) 
Position held:



Branch Incharge
Description of duties:
Conducted daily pre-shift and weekly meetings to ensure organizational efficiency. Continually monitored restaurant and took appropriate action to ensure food quality and service standards were consistently met. Developed and maintained exceptional customer service standards.
Managed accounts payable, accounts receivable and payroll.




-------------------------------------------------------



From: 
   Dec, 2003 to Jan, 2006 
< 2 Years > 
Employer:



Pak Qatar Takaful  

Position held:



Senior Sales Executive

Description of duties:
Interviewed prospective clients to learn about their financial needs and to discuss any existing coverage. Promoted agency products to customers in person, on the telephone and in writing. Prepared necessary paperwork to process insurance sales and renewals. Followed up with potential clients regarding online information requests.
-------------------------------------------------------
From: 
   March, 2002 to Nov, 2003 
< 1 Year & 10 Months > 
Employer:



Logics VUE Testing Center 
Position held:



Testing Administrator 
Description of duties:
Developed and taught classroom and online courses. Conduct & managed the online papers, Prepare the classes of online examinations.
QUALIFICATION

DEGREES

Exam


       Institute


          Year

Division

M.C.S


Cybernetics College Lahore.

2000

    1st
B.C.S


 Cybernetics College Lahore.

1999

    1st
F.Sc


Govt. College Gujranwala.

1995

    2nd
Matric


Govt. C/H High School. GRW

1992

    2nd
CERTIFICATIONS

OCP -DBA (Oracle Certified Professional)
NICON, LHR.

2002

     1st
MCP (Microsoft Certified Professional)
NCBA & E, LHR.
2002

     1st
DHE (Diploma in Hardware Engineering) 
AICHI College, GRW.
2001

     1st
LANGUAGE 

Urdu

Punjabi
English
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CAREER OBJECTIVE





To obtain a senior position in an organization offering Managerial or Administrative post I will apply all my skills & qualities to your organization that I have obtained from studies and from different organizations where I was working, and to achieve a higher goal by my hard working.





ACCOMPLISHMENTS





Top Agent at Gujranwala of Azizia housing Scheme.


Al-Aziz Developer’s Top Producer in 2015.


Managed team of 120 persons in Azizia Housing Scheme.


Qualified for quarterly sales bonuses by exceeding sales target.


Expanded business while maintaining maximum rate of customer retention.


Grew life insurance, long term care, and annuity business.








