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Mushtaq 
Mushtaq.332425@2freemail.com
Career Objective;
Would like to work in an esteemed organization, where I can improvise my managerial/administrative skills and also utilize them in an effective manner to accomplish the predetermined targets.

Personal Detail;
                Name------------------------- Mushtaq 
                Nationality------------------   Pakistani
Academic Detail;
               (A):- Graduation.   (Year-1995 (University of Punjab, Lahore-Pakistan.)

               (B):- Diploma in Computer Hardware. (Year-2003 (GIC College, Lahore-Pakistan.)
               (C):- Diploma in Computer Sciences. (Year-1993 (Master Computer Institute, Islamabad-Pakistan)
Work Experience;

Assistant Manager  (2015-Present)
Working as Assistant Manager with PGG STORE in New York, USA.

Area of Responsibilities

Retail Operations, dealing with the customers, supply chain and marketing.
Floor Manager    (2011-2014)

Three years’ experience as Floor Manager in a leading retail supermarket (H. Karim Buksh) HKB Enterprises, Lahore-Pakistan.
Area of Responsibilities
Store Operations, Maintenance, Customer Services, Stock & Inventory Management, Manage Daily Operation Reports & Checklists, Complaints & Demand Handling, Staff Roaster, Hiring Staff Training & Development.  Manage Sales Promotion and Staff Development Activities.  Reporting to the SM & GM.
Supervisor (2005-2010)
Five years’ experience as Supervisor in a supermarket in M/s. Taj Natural Foods Ltd., Brighton, United Kingdom.
Area of Responsibilities

Store Operations, Customer Services, Stock & Inventory   Management, Manage Daily Operation Reports & Checklists, Complaints & Demand Handling, And Sales Promotions. Reporting to SM & MD
Manager Administration (1997-2004)
Seven years’ experience as Manager Administration in a Law Firm (Head Office)  M/s. Khosa Law Chambers, Lahore-Pakistan.
Area of Responsibilities

Arrange conference rooms. Manage travel schedule. Greet & receive visitor.  Determine matters of top priority and handle accordingly. Prepare agenda for meetings. Plan events and maintain office procedures. Maintain administrative staff by recruiting, selecting, orienting, and training employees; maintaining a safe and secure work environment.  Purchases printed materials and forms by obtaining requirements; negotiating price, quality, and delivery; approving invoices. 
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Assistant Manager Marketing (1996-1997)
One year’s experience as Assistant Manager Marketing in M/s. Shamrock Trading Company, Lahore-Pakistan related textile, cotton yarn and readymade garments.
Area of Responsibilities
Search marketing and sales operational objectives by contributing marketing and sales information and recommendations to strategic plans and reviews. Preparing and completing action plans; implementing production, productivity, quality, and customer-service standards; resolving problems; completing audits; identifying trends; determining system improvements; implementing change. Determine annual and gross-profit plans by forecasting and developing annual sales quotas for regions.
Office Manager (1995-1996)
One year’s experience  as Office Manager in a travel agency M/s. Muslim Travels. Related overseas employment promotions.
Area of Responsibilities
Maintains office services by organizing office operations and procedures; preparing payroll; controlling correspondence; designing filing systems; reviewing and approving supply requisitions; assigning and monitoring clerical functions. Maintains office efficiency by planning and implementing office systems, layouts, and equipment procurement.  Designs and implements office policies by establishing standards and procedures; measuring results against standards. Keeps management informed by reviewing and analyzing special reports; summarizing information; identifying trends. Maintains office staff by recruiting, selecting, orienting, and training employees. 

Literary Achievements
As a Poet & Writer; (Mushtaq Ahmed Mushtaq)
I am a poet and writer of five books. My first book of English & Urdu poetry published in year 1998. My second book of Urdu poetry published in year 2002. My third book on travel adventure of Dubai-UAE published in December-2003. Fourth book on a true story published in year 2009. Fifth book of my travel adventure of United Kingdom published in year 2011.
Most of my books are available in many libraries in United Kingdom, India and Pakistan. One leading Urdu newspaper in London published my book in episodes in year 2009-2010. My sixth book of my wonderful travel adventure of United States of America is coming soon……
Professional Summery

I have more than 20 year’s extensive experience with leading local and foreign organizations with following expertise;
· Business Development, Retail Operation, Customer Services, Stock Inventory Management.

· Daily Operation Reports & Checklists, Complaints & Demand Handling, Staff Hiring & Training.

· General Administration & Protocol Management.  Schedule Meetings & Arrangements.
· Manage Travel, Schedules, Greet & Receive Visitors. Prepare Confidential and Sensitive Documents.
· Sales & Marketing.
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