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HAFIZ 
Nationality: 
Pakistani 

Driving License:
 Pakistan 

Age:
 26 Years
Joining Status:                         Now 
OBJECT:
Looking for Administration positions in any esteem organization with a growth-oriented company that will utilize my skills and experience to their full potential and will lead to more career development and more challenging opportunities as the company grows as a result of my superlative professional work and progressively growing responsibility within the growing company.
Positions looking for: : Sales, Sales Coordinator, Sales Team Supervision, 
QUALIFICATION:
	Institute
	Qualification
	Duration

	Preston Institute of Mgt.
	BBA (Finance)
	Sep 2010 – Aug 2014

	B.I.S.E BWP
	F.A (Arts)
	2008 – 2010

	B.I.S.E BWP
	S.S.C (Computer Science)
	2006 – 2008


WORKING EXPERIENCE:
	Organization
	Position
	Duration

	Surmawala Group
	Sales Representative 
	Sep 2016 – Jan 2017

	Kaif International Group
	Sales Coordinator 
	Nov 2014 – Aug 2016

	WHO (Part Time)
	Tehsil Supervising Polio Officer
	Jan 2011 – Sep 2013


PERSONAL SKILLS:
· Excellent interpersonal skills.

· Effective communication skills.

· Time management skills.

· Good planning, organizational, analytical and decision-Making skills.
·  Operating System in (Windows XP, Window 7, Window 8).

· Computer application in MS Office (Word, Excel, Power Point).
PROFESSIONAL QUALIFICATION:
· Course of Management from Islamia University Bahawalpur.
· Hafiz-e-Quran from Tanzeem-ul-Madarris Ahl-e-Sunnat Pakistan.
· Tajveed-ul-Quran from Raza-e-Mustafa Bahawalnagar.
TRAINING:
· Completed the training course on Event Management Conducted by Webversity Karachi.
Employee: Surmawala Group (Pakistan)
1.    Sales Representative                                       
                September -2016 till January  2017.
Company Description:
Surmawala Online : Store in Pakistan. Buy Best Prices Electronics, Mobiles & more retail products. Cash on Delivery countrywide. 
Duties:
· Supporting Sales Receivable section through processing suppliers’ invoice in SAP

· Assisting finance commercial team through processing sales/billing in SAP

· Supporting Costing function through conducting monthly physical inventory counts

· Maintaining Monthly Sales records of area.

· Maintaining all team sales records by ensuring up to date documentation archiving system.

Employee :   Kaif International  (Pakistan)
2.   Sales Coordinator                                    
                           November -2014 till August  2017.
Company Description:Sales of Gypsum
Duties:
· Major Area of Responsibilities developing new clients.

· Maintain Monthly Local Sales.

· Reconciliation with all sales parties.

·  Major Responsibilities to Maintain Sales at Wagah Area Lahore.

· Supporting Accounts Payable section through sales details

· Maintaining Monthly Sales records of area.

· Maintaining all team sales records by ensuring up to date documentation archiving system.

       Employee: World Health Organization (WHO)   (Pakistan)

 Tehsil Supervising Polio Officer                                 January -2011 till September 2013.
Company Description:
      WHO goal is to build a better, healthier future for people all over the world. Working through offices in more than 150 countries, WHO staff works side by side with governments and other partners to ensure the highest attainable level of health for all people.
·  Support district health authorities in ensuring that there is a system in place for comprehensive AFP case detection and response.

· Complement district health authorities / staff efforts to ensure timely investigation of all AFP cases including timely stool collection and transportation and appropriate actions are under taken in response to the surveillance findings.

· Undertake regular site visits to reporting sites to ensure that no AFP cases are missed/ not reported.

· Facilitate that all data from AFP cases are properly collected, line-listed, analyzed and interpreted timely; and forwarded to provincial office.

· Regularly monitor the quality of surveillance data in the district(s) of responsibility.

· Participate in detailed epidemiological investigations of urgent (hot), confirmed and compatible polio cases and AFP cases with zero routine OPV dose.

· Participate in training for health care workers on AFP surveillance.

· Assist in ensuring inclusion of all high risk/ underserved/ migrant population in the Surveillance network and all AFPs are reported from them.

· Assist with the strengthening of measles and MNT surveillance activities.

· Supplemental Polio Vaccination Campaigns (SIA)

· Provide technical support to pre-campaign activities particularly planning, preparing and monitoring the quality of area level Micro-planning, at the union council, tehsil and districts levels.
ACHIEVEMENTS:
· Social Service Certificate from Punjab Boys Scouts Association.
· Certificate of Participation in Cricket Tournament from BISE Bahawalpur.
HOBBIES & INTEREST:

· I recite the Holy Quran and Islamic Program.
· Reading Books to improve knowledge.
· Surfing web to improve knowledge.
REFERENCE:
Will be furnished upon request.

