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EXECUTIVE SYNOPSIS










· Diligent, results-driven, and senior professional offering a lucrative and well round experience of 12 years in a wide spectrum of Operations Management, Shipment Handling (Inbound/Outbound), Bank Facility and Cash Flow Management , Admin and Team Management
· Currently spearheading responsibilities with AMG Holdings as an Operations Manager.
· Possessing an International Experience of 6+ years with AMG Holding & ETD in Dubai.
· Rich experience in logistical operations and documents control.

· Characterized as a cooperative and understanding team player, possessing robust analytical skills, core competence in subject matter and designated field, and the capability to handle pressure with ease.
CAREER OBJECTIVE










Pursuing a dynamic career in an organization where extensive knowledge and advancement pertaining to the field of operations can be experienced. Seeking a position that offers challenges and growth in professional environment.
EMPLOYMENT HISTORY










	AMG HOLDINGS - DUBAI UAE (www.amgholdingsdubai.com)  : AMG is one of the leading suppliers of oil Fats, Beverages and other FMCG products, offering its Own Brands to retails, whole sale, HORECA sectors of UAE market, GCC, Middle East and Central Asia.                                                                                                                          
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	· Setting priorities for the team of 5 to ensure task completion and timely execution of contracts.
· Reviewing stock positions, Inventory movement, forecasting accuracy & KPIs of team.
· Carrying out feasibility studies to further analyze purchasing opportunities and demand / Supply planning.
· Making shipment plans of 100FCL / month on average (Import, Export & Third Port/Direct Shipments) within mutually agreed timeframe in the most cost effective manner.
· Monitoring Local Purchase Contracts, shipment and delivery of goods with AL Ghurair Foods and Louis Dreyfus Commodities DMCC.
· Closely monitoring and ensuring feasible shipment schedules to prevent demurrages /detentions or any avoidable cost.
· Ensuring documentation is complete, accurate and processed appropriately.
· Responsible for checking, confirming and ensuring rectification, in case of any error, in the shipping documents (BL/Invoice/Packing List/ Health Certificate/certificate of Origin etc.).
· Monitoring Sales, Purchase and Inventory Reports to ensure accuracy.
· Measuring service levels for all suppliers in term of CFR.
· Carrying out vendor (Procurement & Freight) negotiation.
· Managing all Trade Finance Facilities i-e Short term borrowing (LBD/ TR/ LAI/ Murabaha/ LC/ Factoring/ Reverse Factoring) and long term company’s loan.
· Ensuring timely settlement of banks transactions to avoid defaults /account over-due and cashflow forecast.
· Collaborate with banks to handle all routine banking facilities and ensure their smooth execution.
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	Senior Administration  Officer – May  2009- April 2010
· Office Management – Handled independently all administrative and Secretarial functions for the organization
· Creation of Purchase Orders, Goods Receipt Notes (GRN), posting of Petty Cash Statements on the company’s system. 
· Monitored accounting transactions including invoicing, accounts receivable/ payable and purchasing functions. 
· Involved in the implementation of management policies, responsible for supervising the day to day functioning of the office, liaising with suppliers and clients. 
· Organized detailed & highly professional, work under pressure in a busy environment to meet the deadline. 
· Assisted with the marketing activities – telesales, mailers for various campaigns, managing the client database, ensuring follow-up calls for attendance by key customers being financial institutions, banks etc.
· Ensured safe keeping of all Consultant Agreements, Trade License and Lease Agreements with follow up on renewal of the same.
· HR activities – supervised agreements to consultants for outsourced candidates, Arranging visas, accommodation etc.
FAYSAL BANK LIMITED – PAKISTAN (www.faysalbank.com): Ithmaar Bank B.S.C. (stock code "ITHMR") is licensed by the Central Bank of Bahrain and listed on the Bahrain Stock Exchange and the Kuwait Stock Exchange, Faysal bank is fully owned by Ithmaar flag ship.                 

CSO  (Officer Grade 3) – August 2007 - August 2008                                                                               [image: image4.png]faysabank g




· Built a strong rapport with the customer by understanding their requirements & providing effective solutions.

· Responsible for bank accounts opening, issuance of cheque books and debit cards.

· Corresponded to state bank inquiries related to authenticity of account holder to avoid financial frauds
· Monitored Account activity closely, updating KYC and reporting closed / dormant accounts.
 Proactively marketed several banking products successfully to customers. Products included lending 

 Products, current & savings accounts.

· Generated new business by cross selling products to new and established customers.
· Resolved routine customer service problems on a timely basis and reviewing problems within stablished guidelines. 
· Provided customers with effective solutions to their concerns taking care to explain the details of the same. 
· Generated weekly report of all accounts and reporting to head office.
· Managed customers’ Local Remittances (Transferring Funds online from one account to another).
THE CITY SCHOOL –PAKISTAN (www.cityschool.edu.pk): Leading Chain of School System                   
Admin Manager- January 2004 to May 2007                                                                                                                     [image: image5.png]


                                               
· Managed all office activities on a day-to-day basis & daily update to management.

· Maintained & supported Student Accounts database.
· Worked closely with the student's admission counseling & candidate admission. Proven skills & strength in analyzing, problem solving & academic management to understand the academic operations & key challenges.
· Corresponding with new students to inform them of current application status and completion of file.

· Registering new students, counseling & updating the status of new students.
· Meeting prospective students and their parents
· Maintained student's payment records & keep personnel records secure, keep staff details up to date and update the client / student database with accurate up to date information
· Attending to Students/Staff related queries
· Provided academic advising & consultation
· Handled students inter school events etc.
· Worked on MIS and submitting reports as required by Management
Soft solutions – Pakistan: a well-known organization for its services in corporate community
MIS In-charge, August 2003 - December 2004
· Responsible for record keeping(admissions & fee)
· Preparation of monthly MIS according to requisition data

· Preparation of monthly financial statements

· Provided administrative support


EDUCATIONAL QUALIFICATIONS 









· Master in Computer Economics (2006) at University of The Punjab, Lahore, Pakistan 
· Bachelor of Science(Mathematics/Statistics 2003)  at University of The Punjab, Lahore, Pakistan 
TRAINING COURSES 









· SAP (MM & SD) 
· Attended training Seminars & courses such as Trainee officer Program provided by Faysal Bank (SME/Remittances/Foreign Trade/Operations)
· Graphic Designing Course from Soft Solutions

· Basic Computer courses from Soft Solutions

· English Language Course

· In service Trainings for Management skills

COMPUTER SKILLS









· Graphic Designing,

· Flash
· Photoshop, Coral Draw 

· MS Windows 2000, XP, 98/ME, 

· MS Office, Internet
PERSONAL DETAILS










	Gender   
	:
	Female

	Marital Status
	:
	Single

	Visa Status
	:
	Visit

	Notice Period
	:
	Available

	Nationality
	:
	Pakistan

	Languages Known
	:
	English, Urdu, Punjabi


	Valid UAE Driving License


Place: Dubai, UAE
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