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Ehtisham.331847@2freemail.com
EHTISHAM 
Career Objective: 
Seeking A Strong Challenging Position in an Esteemed Growing Organization Having A Culture of Team-work And Acme of Excellent Opportunities for an Individuals’ Professional Growth. 
Personal Profile:
Father’s Name
:
Laeeq Ahmed Hashmi.

Place of Birth
:
Lahore, Punjab, Pakistan.

Marital Status
:
Married
Professional Qualification:
Matric 

:
With Science

Duration

:
2 Years

Institute

:
Private, Lahore Board, Pakistan.
Diploma

:
Certification Office 2000

Duration

:
2 Months

Institute

:
Nicon Centre Of Computer Science
Professional Experience: 

Computer 

Duration

:
3 Years (Dec 2002- Oct 2005)
Designation

:
Computer operator


Company

:
Sitara Labels Private Limited

Responsibilities 
· Maintain manufacturing data and provide report to manager.
· Dispatch orders to customers, keep attendance record of employees and daily production records as well.
· Provide client service work as a consultant.

· Microsoft Excel - data entry, making tables and A analyzing data.

· Solve minor computer issues.
Marketing

:
Personal Loan

Duration

:
26 Months (Dec 2005 - Feb 2008)
Designation

:
Team Manager


Company

:
Citi Bank pakistan.

Responsibilities 
· Effectively engage executive management to understand and drive an effective risk program

· Develop and enhance risk management controls and processes on a strategic level

· Ensure a strong and effective core risk program for Consumer Operations including effective understanding and deployment of regulatory requirements, key operational risks, process maps, procedures, controls, testing, and change management

· Influence the correct behaviors and conduct that will lead to a "Strong" risk environment

· Evaluate and come to agreement with senior management on the scope and depth of risk and control programs, issues, and remediation plans 

· Liaise with Group Internal Audit, internal oversight groups, external Regulatory Agencies, second line and global Risk teams and other central functions on a senior management level

· Monitor and revise as needed the risk management approach to ensure continuity and efficiency

· Identify and communicate trends regarding risk  and risk management and liaise with business domains to determine future needs

· Develop, plan, and implement activities to create, enable and sustain a highly motivated and highly performing team that delivers on objectives

Professional Experience: 

Computer 

Duration

:
7 Months (Feb 2008- Sept 2009)
Designation

:
Store In charge


Company

:
Falak Textile Private Limited

Responsibilities 
· In charge for issue, receipts, documentation,   warehousing, inventory, STOCKING   AND MAKING COMPUTERIZED ENTRIES for the related items. Maintain inward and outward on daily basis. 

· Take stock on monthly basis and reconcile the same. Inform the office about new stock. 

· Keep track of physical stock and tally with computer records. 

· Receive materials take care of demurrage’s, in transit damages and taking preventive measures for the safety of stocked goods. 

· Physical management and proper upkeep of stock materials stores. 

· Conduct periodic cyclic checks and stock reconciliation. 

· Ensure proper documentation and process discipline among team. 

· Generate daily-monthly stock reports as requested by the   management 

· Plan for upcoming goods, preventive measures and stock control 
Computer

Duration

:
10 Months (Sept 2009- July 2010)

Designation

:
Computer operator

Company

:
A-One Home Textile Private Limited

Responsibilities 
· Maintain manufacturing data and provide report to manager.
· Dispatch orders to customers, keep attendance record of employees and daily production records as well.
· Provide client service work as a consultant.

· Microsoft Excel - data entry, making tables and A analyzing data.

· Solve minor computer issues

Professional Experience: 

Administration
Duration

:
13 Months

Designation

:
Transport Administrator
Company

:
CCIC Abu Dhabi (UAE)

Responsibilities 
· Plan, organize and control activities related to transportation
· Report to the supervisor about the absence from work of drivers, cleaners.

· Obtain licenses for transport and execution of motor vehicle 

· Follow due dates for renewal of licenses, permits, etc. and reports to supervisors to initiate appropriate action.
· Organize transportation in the best conditions, in respect to the quality and the company's timekeeping standards.
· Microsoft Excel - data entry.

Administration
Duration

:
1 Year
Designation

:
Assistant Hr.Manager

Company

:
Bilal Travels Pakistan

Responsibilities 
· Substantiates applicants' skills by administering and scoring tests.

· Schedules examinations by coordinating appointments.

· Welcomes new employees to the organization by conducting orientation.

· Provides payroll information by collecting time and attendance records.

· Submits employee data reports by assembling, preparing, and analyzing data.

· Maintains employee information by entering and updating employment and status-change data.

· Provides secretarial support by entering, formatting, and printing information; organizing work; answering the telephone; relaying messages; maintaining equipment and supplies.

· Maintains employee confidence and protects operations by keeping human resource information confidential.

· Maintains quality service by following organization standards.

· Maintains technical knowledge by attending educational workshops; reviewing publications.

· Contributes to team effort by accomplishing related results as needed.

Professional Experience: 

Administration
Duration

:
2 Years

Designation

:
Hr. Manager
Company

:
Faisal Movers Bus Service Lahore
Responsibilities 
· Provides payroll information by collecting time and attendance records.

· Submits employee data reports by assembling, preparing, and analyzing data.

· Maintains employee information by entering and updating employment and status-change data.

· Provides secretarial support by entering, formatting, and printing information; organizing work; answering the telephone; relaying messages; maintaining equipment and supplies.
· Substantiates applicants' skills by administering and scoring tests.

· Schedules examinations by coordinating appointments.

· Welcomes new employees to the organization by conducting orientation.

· Maintains employee confidence and protects operations by keeping human resource information confidential.

· Maintains quality service by following organization standards.

· Maintains technical knowledge by attending educational workshops; reviewing publications.

· Contributes to team effort by accomplishing related results as needed.

Administration
Duration

:
From September 2014 – September 2015
Designation

:
Cost Controller 
Company

:
Sicon Oil and Gas (UAE)

Responsibilities 
· Maintain equipment provision monthly for all projects.

· Maintain daily progress reports for all projects on daily basis.
· Cost code allocation as per material requisition and department description.

· Maintain Client reports and dispatch to client daily.

