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       SYED
E – Mail:
syed.335721@2freemmail.com 
OBJECTIVE:

To contemplate a prospective career of sustained learning and enrichment a Dynamic and Result oriented established of goals with Excellence .I  believe in motivation ,self discipline and hard working by utilizing my skills in my field.

PERSONAL INFORMATION:

· Father’s Name:
Irshad  

· Date of Birth:
Oct 08th 1975.


· Place of Birth:, lahore,Pakistan.

· Marital Status:
Married

· Domicile          punjab
· Currently employee of Pakarab Fertilizer company as an Office Administrator Assistant performing duties of CO entry ,Order Booking ,leadger ,filing ,invoicing ,Housekeeping, accounts, stock reporting, data entry, and etc. since 2016 on ward.
           Fatima Fertilizer Co Ltd, Hyderabad since 2016 on ward Recovery Batch ,intransit PTA
            Invoicing Details ,Responsible for reporting of day to day business to head office and consolidated reports on monthly basis. Processing of expense bills and looking after various problems arising at field WH and their solution through distribution and head office. 

· Warehouse Incharge: 
Pakarab Fertilizers Ltd (Karachi Bulk WH) Responsible for managing and handling of 40K MTs product stored at bulk warehouse facility at Karachi. 

. 

· Job Responsibilities: 
1. Managing all processes and functions within a busy warehouse. 
2. 5. Responsible for the warehouse security and accountability. 

3. 6. Ensuring stock levels are managed and controlled effectively. 

4. 7. Ensuring compliance with all Health and Safety regulations. 

5. 8. Using automated computer systems to monitor stock control at Regional level. 
6. 11. Making sure that all expense reimbursements are carried out in time. 

7. 12. Updating & maintaining computerized & paper based administrative records. 

·  Previous Employed  working on The CRM Desk ,MS Dynamics Base 2.1 at the  Regional       level Plans in CRM Tool for 8-10 Number of  Crops,Timely Closure of FSP Activities along with correct customer details TSO Farmer  Data Entry for All Event ( 

            THM,HPFM,FM,FAS,BEFD,HFD,DEMO)+Entry FOs Panel of  Farmer Schedule,besides 

            Daily Dealer Visit Report By RM/TSOs ,Daily Field Work
· Assist  to Store  Officer as well ledger of  debit credit note ,Loading Transport  limit 1 mio to 7

       Lakh Gate Pass Slip according to Route Acknowledge of product from dealer ,Safety using 

      Three types of Fire Extinguishers  including Foam Type , Powder type CO2 Carbon Dioxide

From  2012 Onward
·   Previous Employed  in Bayer Crop Science   assist RM 
· Administrator Assistant Responsibilities of Product Wise Monthly Sales FC,Customer Wise Sales&Collection Plan.Date Wise Cash Collection Plan.Daily Sales & Coll. Report For NSM/RM .Daily Consumption Report Campaign Wise (According to Requirement)
· House Keeping Out door indoor work,as well BDS etc
· Weekly Field Work Summary Report ,Collect Weekly Dealer Stock Monitoring Report From Sales Staff & Send to Concern.Adv.FM/THPFM/EI's/F.Days /RM Visit Schedule.Maintain Record.Communication with SRM/RM,TSOs
· check Emails.Follow-up with TSOs for various Report Compliation of Reports & Complilation of Reports & Pass on to Regional Manager from 2006 to 2015

· Employed in  A B N Amro Bank  as a Human Resources Officer 

· Major Responsibilities  of organizing the resume assessments ,working on Human Resources. Policies  Manual , Schedule the monthly and weekly meetings ,organized weekly    lectures.
·  Travel arrangement and staff .Manage day to day office and facilities management key 
· new hire paperwork Set up new hires in benefits databases Set  up new hires as needed basis   date from 2004 to 2006.
· Previously employed by TELENOR Mobile Company in Hyderabad as a Human Resources Officer ,handling the responsibilities of strong Relationship with customer other relavent people from 2002 till 2004
· Employed in Zelous Pharmaceutical Company in Sindh as an Office Assistant From 1999 till 2002

QUALIFICATION: 

· Masters degree M.B.A in Human Resources Management From University of
Sindh , Jamshoro in   2005
· Masters degree M.A. in English from University of Sindh, Jamshoro in 1999.

· Bachelor of Science B.Sc. from Government Degree College Hyderabad in 1996.

· Intermediate in Science from Government Degree College Hyderabad in 1993.

· Matriculation in Science from Allama Iqbal High School Hyderabad in 1991.

 COMPUTER LITRACY:

 Languages:

· Microsoft Office  Operating Systems:

· Windows 98

· Window XP

· Win NT      
