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	Résumé
	


Objective

I would like to have a challenging position where my Skills and experience will greatly enhance 
the company's Success and my own personal growth. 
Personal Information 

Nationality

:
Pakistani

Marital status

:
Married 

Religion

:
Islam

Date of Birth

:
July 25, 1980

Place of Birth

:
Karachi 

Height


:
6 Feet 2 Inches

Professional Experience
	Awan Trading Co. (Pvt) Ltd. 
	February-2016 To Till Date


Job Title: Supply Chain Officer Afghan Coal. 

· Supervise data entry in supply chain module and coordinate with accounts department for payment to vendors.

· Participate and give input in meetings the Supply Chain Cycle from sales forecast to purchase of afghan Coal.

· Prepare Landed cost for coal imported from Afghanistan and locally purchased.

· Prepare monthly closing report purchase & dispatch wise.

· Conduct studies of coal cost with specs evaluation in order to reduce cost and maximize profitability and prepare monthly of these specs po wise.
· Ensure quality of coal by daily monitoring of delivered specs and suggest measures to avoid penalty.

· Monitor all purchasing & marketing of afghan and local coal.

· Review sales / purchase order and finalize terms of contract with parties.

· Prepare daily receipt against imported coal summery and net outstanding summery sheet.

· Prepare stock reconciliation, quantity sold, in-transit, invoiced and un-invoiced quantity schedules.

· Prepare Monthly Sales report for management and sales tax purposes.

· Prepare monthly closing report of stock.

· Prepare costing report of stock.

· Prepare vessel summery report and record all quantity adjustment at closing of each vessel.

· Monitor posting of all vouchers related to purchase & expenses of imported & local coal.

· Dealing with Customers & Vouchers.

· Prepare bank report and update all receipts to receivable depart.

· Prepare Petty Cash report.

· Prepare receivable & payable report against afghan coal sale & purchase.

· Prepare daily dispatch, Stock & Running Orders reports.    

	Awan Trading Co. (Pvt) Ltd. 
	May -2014 To February 2016


Job Title: Assistant Operation Manager. 

· My Responsibilities to prepare and Record all Daily Coal Stocks.
· My Responsibilities to prepare and Record all Daily Coal Dispatches in ERP Software.
· My Responsibilities to maintain all Daily Parties Delivery Orders.
· Record all Coal Vessels Stocks.
· Monitoring/following Dispatched vehicles till customer premises for safe and sound delivery.
· Processing/Preparing Transportation, Services providers documents for billing   
· Participate in daily Operational activities coordinate with Manager (Operation) & yard Supervisors.
· Answering daily Mails.
· Dealing with all daily labor’s issues.
· Reconciliation of dispatched  Clearing Agents & Other Reports
· Coordinating with KPT & Coal yard other Port Authorities for daily Issues.
· Issuing Letters/Gate Passes & other documents for delivering Coal.
	Liberty Mills Ltd. 
	March -2012 To March-2014


Job Title: Assistant Floor Manager. 

· My Responsibilities to prepare and Record all Type of Daily Production Reports.

· Updating Forwarding Production Reports to Superiors. 

· Updating Record Fabric Receiving Reports.

· Fabric Reconciliation Reports.

· Generating Packing Lists.

· Issuing Gate Pass.

· Reading and answering daily mails.

· Issuing Stitching Program to All Departments.

· Record Daily Attendance of Staff & Labor.

· Generating Contractors Bills.

· Recoding Fabric Stock.

· Issuance of Shipment Performance.
	Samer Al-Gaddah International Trading L.L.C. Dubai, UAE
	August -2010 To February-2012


Job Title: Warehouse Supervisor. 

· My Responsibilities to Record & Maintain all Inventory (Stock).

· Maintaining daily Parties Orders.
· Answering Mails.
· Overview on Factory Production.
· Preparing Petty Cash Ledger.     
	Unicorn Marine Services (Pvt) Ltd. 
	July-2004 To June-2010


Job Title: Admin In charge, Marine Surveyor, Manning Officer, Accounts Officer, Ship Chandelling In charge. 

ACCOUNTS EXPERIENCE

· My Responsibilities are to prepare and finalize Books of accounts.

· Maintaining daily cash book.

· Preparing Petty Cash Ledger,

· Preparing & Distribution of salary.

· Maintaining daily Dr / Cr Vouchers.

· Maintaining Bank Recondition report.
· Preparing Parities Status / Outstanding.  
ADMINISTRATION EXPERIENCE

· To maintain and record all type data of office, Shipping & etc. records in files and computerized both.

· Read and answering admin. Mails.

· Maintaining all employees’ records.

· Preparing summery of daily schedule for Manager.  

MARINE / CONTAINERS SURVEY EXPERIENCE

· General Cargo (Heavy Machineries, Vehicles, and Plants Etc) survey and Asst. in finalizing.

· Ship Hatch/Hold Inspection.

· Ship Cargo Tally Survey.

· Door to Door Cargo transportation (Cement, Vehicles and Plants Etc.) from Factories, Sheds & Shippers Premises.

· Container condition survey & Report making of Equipment Interchange & Inspection Report (EIR) for container.

· Stuffing / De-Stuffing the Refrigerated / STD Containers from any ware in city & also out from city.

· Onboard Survey of containers (CY) from     (Discharge to Load)   

MARINE MANNING EXPERIENCE

· 02 Years Experience To providing Ships crew members like Officers and Engineers e.g. (Capt., 1st / 2nd officers, Electrical Eng. Cocks Etc.) for Nigeria / Other Ships of Gulf Channels.

· Maintaining their records of documents CVs and other necessary information.

· Dealing all kind of legal paper work with Government Shipping Officer for Ship crew to join Vessel / Ship like Sign-on for ship, Taking Allow/Approval Latters from deferent Government departments like Custom, FIA, Immigration, Dock Security and Port Security Etc.

· Maintain / Recording all Information Ship Crew in Computerized.  

SHIP CHANDELLING AND PURCHASE IN-CHARGE EXPERIENCE
· 02 Years Experience of providing necessary things which is related to all kind of foods, Deck Spare Parts, General Items, Cleaning / Washing, stuffs, Etc.

· Dealing direct from Market to purchase all things.

· Dealing all kind of legal paper work with Government Port Authorities for Supply of Vessel / Ship like Taking Allow Latter from deferent Government departments like Custom, FIA, and Port Security Etc and as well as Transportations.

Education

Bachelor of Commerce (B.Com) 

Major Subjects:

· Pakistan Studies

· Islamic studies

· English

· Introduction to Business

· Principle of Accounting

· Statistics & Business Mathematics

· Economic Analysis & Policy

· Banking and Finance
Additional Knowledge 
Additional Skills

Languages




Languages


Ability



English


Read, Write & Speak




Pashto



Read & Speak (Native Language)




Urdu



Read, Write & Speak




Arabic



Read




Panjabi



Read & Speak




Sindhi



Read, & Speak




Others (Local)


Speak

Good Information of other fields



Category:



Sub-Category




Administration


Data entry/ERP System
Human Resources


Employee Relations

Logistics/Cargo


Shipping

Human Resources


HR Information Systems

Information Technology

Hardware

Logistics/Cargo


Ground Transport/Warehousing

Operating Skills
· ERP Software Management System
· Have working experience in Accounting Software Peach Tree.
· Accounting (Pvt) Software Job Order System.
· Microsoft Office. 

· Adobe Photo shop (Basic)

· Computer Hardware and software Installation.

· Internet

Personal Skills

· Leadership

· Initiative

· Good Communicator

· Flexibility ability to suit particular situations.

· Team player.

·  Self motivated. Capable of working on own initiative, Willingness to take responsibilities & ownership and make thing happen. 

