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	Seeking for the challenging career position where a proven track record in these fields is essential. I desire growth based in performance, accomplishments and achievements.


EXECUTIVE COMPETENCIES

	

	Public Relations (V.I.P. Data Base)                  
Training & Skills Development
Staff Supervision

                    
Computer Skills; Windows, M.S. office & Internet. 
Customer Service & Problem Solving          



PROFESSIONAL EXPERIENCE

	1
	Accounts & Admin officer (Lahore) Reporting - Assistant Manager Accounts


	TIE Group of Companies / PAK 
	      Operations: Key Responsibilities 
· Prepared Daily Wagers salary on Departments wise and transfers as per respect account # of Labor.

· Manage all matters of (Time Office, Labor Office, Gate Office & Weighbridge).

· To supervise all activities of time office as Incharge.

· Create rout plan of transport arrangements for pick & drop staff & shifts.

· To maintain Pool Vehicles Log book and Fuel Card and also monitor maintenance and tuning.

· To maintain up to date record of all affairs at canteen, i.e. purchase bills, general expenses & others expenses also prepared Canteen deduction on monthly basic as per Grade wise.

· Verify & Update attendance leaves & overtime record of all employees as per duty roaster.

· Prepare and maintain E.O.B.I & PESSI cards of all employees (permanent & Daily Wagers).

· To maintain and Update Harmony Software (maintain employees joining, employees profile, Education and past experience and also update Leave record and Over Time on monthly basic).

· To prepared the Final Dues reports of left employee's.

· Managing Cash & Cheques Payment systems in accordance with company procedures & guidelines.

	Dec'2012 To Dec'2016

Company Portfolio:

TIE established in 1983, TIE introduced itself as an engineering company which remains involve in boiler work in all types of industries of Pakistan, TIE believe that Quality as power, mechanism as guarantee, and information as breakthrough and culture as guide. TIE activities have now also been extended towards diversified huge project of national significance, especially Cement, Sugar, Fiber, Chemical, Oil refinery and Power Generation Plants with complete technical know-how. 
	

	2
	Assistant Supply Chain Officer (Faisalabad) Reporting -Supply Chain Officer



	Punjab Beverages (Pepsi) 

Faisalabad / PAK         
	      Operations: Key Responsibilities 
· Empty Provided to Production Unit.
· Wooden Plank Provided to Production Unit.
·  Monitoring the production receiving.

· Receiving the production inventory in SAP.

· Filling Stock put down according to the space.
· Give plan for the stacking of product.
· Daily monitoring the fast-moving stock and reconciling with the received and dispatched stock.
· Maintain & report proper FIFO and near expiry stock.
· Ensure safety of the Warehouse.
· Responsible of all dispatched shipment.

	April'2010 Till Dec'2012
	

	Company Portfolio:

Punjab Beverages Company Private Limited, Faisalabad (PBC) is one of the leading franchises of PepsiCo International, which was established in 1974. PBC's products include International brands like Pepsi, 7-Up, Mirinda, Teem, Mountain Dew, Sting, Slice and Aquafina. PBC values its customers; its customer's base has full faith in PBC's quality products and PBC believes on a slogan "No Compromise on Quality and Health Standards".


	


	3
	Finished Goods Incharge Warehouse Reporting - Finished Goods Supervisor



	Haleeb Foods 

Lahore / PAK                 
	      Operations: Key Responsibilities 
· Monitoring the production receiving and planning 

	Mar'2008 Till April'2010
	

	Company Portfolio:

Over the years, Haleeb Foods Limited (HFL) has become a popular feature of family life throughout Pakistan. The first product launched to the many by HFL was Haleeb milk and today HFL has expanded its business to include GROAUR, CREMYUM, Dairy Queen, Tea Max, Just Fruit, Tropico, Fun Milk, and other dairy products, Haleeb Foods is also serving international markets in Central Asia, Middle East, Australia and Europe.


	according to the space.
· Give plan for the stacking of product.
· Plan vehicles according to the availability of stock.
· Follow up with transporter representative for the timely execution of sales orders.
· Ensure maximum utilization of vehicle capacity without damaging stock.
· Ensure all kind of stocks movement is based on authorized documents e.g., Dispatch notes, Gate passes, Stock transfer Notes, issuance of raw & packing material etc.
· Daily monitoring the fast-moving stock and reconciling with the received and dispatched.
· Maintain & report proper FIFO and near expiry stock.
· Ensure safety of the WH and take measures to restrict unauthorized entry.
· Motivate and encourage teamwork within the workforce.
· Received production inventory in oracle.


	


SKILLS

	Computer Skills 
	

	Operating Systems
	Excellent in using all Microsoft based Operating Systems.

	Applications
	Proficient in MS Office applications.

	Reporting Tool
	Excellent command over MS Excel for reporting etc.

	Other Skills 
	

	Languages
	Business level English         (Written & Spoken)

Moderate in Arabic             (Written & Spoken)

	
	Urdu Native Language        (Written & Spoken)

	Customer Service
	Good customer service and telephonic skills

	Leadership
	Good leadership and supervisory skills


EDUCATION

	
	Qualification
	Institute
	Grade / Division

	1
	Graduate in Basic information & Communication technology, Sociology (Last Semester Continue)
	Allama Iqbal open University
	

	2
	Higher Secondary School Certificate
	Islamia Degree College
	2nd Division

	3
	Secondary School Certificate
	Government Muslim High School
	3rd Division


PERSONAL DATA

	
	

	D.O. B
	21 June, 1988

	Nationality
	Pakistani

	Gender
	Male

	Marital Status
	Married

	
	


CAREER STATEMENT

	

	I feel that my greatest strengths are my ability to develop & maintain a close working relationship with my clients. This allows me to gain an in-depth understanding of their individual needs & requirements. I can then deliver a professional response to them. 


Referees can be furnished upon request.


