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Sajid      Sajid.352409@2freemail.com  
Objective: 

To work in an esteemed organization with devotion and determination to combine my skills and knowledge in the best interest of department/company, a vision set to excel in the field of administration.
Professional Experience:________________________________

From July 2006 to May 2009
Organization:               HUAWEI TECHNOLOGIES OF PAKISTAN (UFONE Project)
Designation:                Admin Assistant
Reporting to:
              Admin Manager
Responsibilities:
· Receive invoices from all vendors, preparation of Expense claim form and send to finance department for final payment. 

·  Follow up with the departmental Team Leaders for timely approvals and keep track 
· record of invoices sent to Finance Departments.  Record all prepared expense claim form send to Finance and also received from different regions.

·  Get all information from vendors and apply for the Oracle ID for Payment.
·  Communicate with the vendors/internal customers for payment quires/amounts charged to department’s budget.

·  Responsible for devising/arrangement of work place clean and all records/stationery are placed in well managed.

·  Coordinate with all the departments for hotel reservation for business in outstations and as well in Islamabad. 

·  Perform liaison duties organizing work and other distribution of paper work.

· Asset management, get the requirement for asset from each department monthly basis, apply   PR, asset Acquisition and asset code for particular Asset.

· Vehicle Arrangement for the staff, preparing the document for vehicle payment for final payments.

· PSO Fleet cards application, documentation and payment for Fuel Cards.

· Handling all issue related drivers and prepare the driver over time on monthly basis.

· Collect the demand for stationary from all departments, applying PR, get the stationary and issue to the department accordingly. 

·  Booking the air tickets from different airlines for the higher management and for employees.
· Monitoring account and payments to vendor and individuals for services   assess the office needs.

· Assist the Admin Manager with preparation and advertising of contract documents.
_____________________________________________________________________________
​​​​​​​​​​​​​​​​​​​​
               From  January 2006 to August 2006
Organization:              ZTE Pakistan (Pvt) Ltd. 

Designation:                Assistant Procurement Officer

Reporting to:
              GM Admin\Manager Proc.
Responsibilities:
Summary: ZTE is China based major player in the local telecommunication area, specialized in smart technology based product applications, cellular deployments; IT related projects, broad band wireless etc. with more than 1500 employees in Pakistan.

· Responsible to find out the new suppliers in local market.
· Get the Quotations from different suppliers and make comparative summary report.
· Responsible to prepare Procurement Achievements & Negotiation reports.

· Responsible to Issue the PO and maintain the log book of PO’s.

· Operate on line data base system to control all the company Fixed Value Assets.

· Warranty claims/ repair and maintenance of company assets.

· Preparation of monthly budget for stationery, kitchen & cleaning and General Items and supervision for purchasing of non-monthly budget.

· Queries & Verification of the expenses and follow up the payments.

· Finalization of vendors after negotiations for smooth supply of goods.

·  Communication with management and vendors.

· Physical inspection of all company Assets in collaboration with Finance department.

· Manage the record/filling of approved Summaries & PO’s.

From July 2003 to December 2005
Organization:              HUAWEI TECHNOLOGIES OF PAKISTAN

Designation:                Project Admin Secretary 

Reporting to:
             Project Director.

Responsibilities:

· Assist the project Director in various tasks.

· Attendance Management.( including leaves records,sick,annual,causal leaves) 

· Transportation Management.

· Prepare the Overtime for employees and also for drivers. 

· Hotel reservation and accommodation for employees and reimbursement the expense claim form.

· Investigate the different mood of transport.

· Managing all types of records OCS/TNT and directly correspondence wit he head of OCS and TNT Authorities.

· Prepare documents for copy and binding.

·  Fixed Asset Management.

· Monthly mobile phone expense forms for the staff etc.

· Responsible to maintain all administration procedures and keep them in record.

Academic Qualification








· Master in Business Administration(2007)

· Bachelors in Commerce(2002)  

· Intermediate in Sciences (2000)

· Matriculation (1997)

Professional Skills (Hand of Practice in):_____________________
· M.S Word

· M.S Excel

· Power Point

· Lotus Notes

· Outlook & Internet
Personal Profile:











· Date of Birth                      02 January 1979

· Nationality                         Pakistani

· Material Status                   Married, Having children

· Visa Status                          Visit Visa till 05 Jun 2017

·  Join                                     Immediately
______________________________________________________________________
References:

Reference will be furnished on request.
