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Muhammad
Muhammad.364219@2freemail.com 
OBJECTIVE:
To be the part of an organization where I can make meaningful contributions towards the betterment of the organization and which encourages continual learning to enhance my skills and apply those to improve the  over all efficiency and productivity.
ACADEMIC QUALIFICATION:

· B.A. (Arts) from Karachi University.
· Intermediate (Intermediate) from Sindh Board of Higher Secondary Education Karachi.

· Matriculation (Science) from Sindh Board of Secondary Education, Karachi.

I.T SKILLS:

· Fundamental of Computer System 

       
(EDP, DOS, Command, Basics)

· Operating System

Windows3.1 / 3.11/ 95/98/ 2000/ NT/ XP, Server 2000 & Microsoft Windows 7 & Android.

· Software Application

Microsof​​​t Office 97, 2000, 2003, XP & 2010.
Ms-Word, Ms- Excel, Ms- Power Point, Ms-Publisher, Ms- Project, Ms- One Note, Ms- Visio,

 Ms-Paint,  Adobe Photoshop, Corel Draw, 
TRAINING AND COURSES:
· One Year Diploma in I.T (Hardware & Software Engineering) from Data Network Institute Karachi, Pakistan.

· Six Months Diploma in Computer Graphic Designing from Info Channels Institute Karachi.
· Certificate in Air Ticketing Reservation from WORLDSPAN Karachi, Pakistan.
· Success fully completed “Aircraft Cabin Appearance” from “Dnata” at Dubai International Airport, Dubai, U.A.E in 2014.

Specialized in
a) Ms-Office Word, PowerPoint, Excel, Publisher, Adobe Photoshop. 
b) Configuring and maintaining daily data for the Administration and Finance department.
c) Compile and analyze financial information to prepare entries to accounts.
d) Keep records of all transactions, and are usually responsible for the preparation of accounts payable, invoices and purchase orders, and petty cash and payroll calculation. Also process cheques and invoice monitoring systems.
work Experience:
Job Profile:
Duration


November 2016 to Till Date.
Company


Malik Brothers Logistics (Pvt.) Ltd.
Designation


Sales and Marketing Executive. 

Duration


February 2014 to March-2016
Company


Mx-Care Facilities Management (Dnata Contractor)
Designation


Air-craft Cabin Appearance Team Leader (Dubai International Airport) 
Job Responsibilities

· Responsible of all Air craft Cabin appearance cleaning.

· Look up the team work and arrange the workers at specified location.

· Follow up rules and regulation of all types of Air lines as per their management.

· Checking and finalization of Air craft appearance after completed work.
· Follow up the air craft and air port security rules and orders
· Checking daily mails and preparing daily work sheet.
Job Profile:
Duration


August-2006 to January-2014
Company


United Trading Company (Importer & Exporter)
Designation


Import Manager
Job Responsibilities

· Responsible of all official work and computer operating.
· International correspondence, negotiation of payment terms with suppliers.
· Follow up of inquiries and orders, opening of Letter of credit.

· Handling Custom Process and Prepare Reports on daily basis, Maintain File Records.

· Port Handling and examination of containers at port area with the custom authorities; attend hearing with the Assessment officers of custom and deputy collectors.

· Daily Data Entry

· Responsible positions and the ability to make independent decisions toward set result.

· Monitor, received & record incoming & outgoing cargo- Import & Export.

· Responsible all incoming & outgoing cargoes to be getting on schedule.

· Co-ordinate with courier, forwarder, supplier, head office & customer regarding the schedule of shipments.

· Prepare, check the completeness & authenticity of the shipping documents

· Prepare projection on expenses for the shipments.

· Review & verify the billing submitted by the forwarder/agent/supplier.

· Co-ordinate with the customers regarding the status of their cargo and to accommodate their enquiries.

· Preparing Purchase Orders to local/international vendors.

· Ensuring timely delivery for all local/international purchases.

· Co-ordinate with Head Office and countries concerned.

· Follow-up with the shipping lines if the vessel arrive.

· Prepare other documents necessary to expedite the processing of the cargo in preparation for filing to the bureau of customs.

· Monitor ongoing shipments and at the same time expected shipments to arrive from time to time.
· Check/follow-up the status of different shipments to different broker.

· Check the Purchase Order / Invoice broker’s & supplier submitted.

· Check all the status of the shipments.

Duration


February-2004 to May-2006
Company


TECHNO INTERNATIONAL (Civil Engineer)
Designation                            Admin Officer cum Computer Operator
Job Responsibilities

· Look after all office matters, keeping record of all correspondence, E-mails and daily ledger.

· Preparing daily attendance sheet and prepare salaries of daily wages workers.

· Keeping and maintain all inward and outward letters records. 
· Arranging all necessary stationery and equipment as per office requirement.

Duration


July-2001 to Novembr-2003

Company


Friends Syndicate (Engineers & Contractors)

Designation


Office Assistant cum Computer Operator

Duration


October-1999 to January-2001

Company


Zaman Air Travels

Designation


Office Assistant

Duration


January-1997 to August-1999

Company


Ibrahim Foods 

Designation


Marketing Manager

Duration


April-1995 to September-1996

Company


S. Ahmed Engineering Works (Contractor)

Designation


Marketing Executive
Duration


January-1993 to March-1995

Company


Vision Fabrication 

Designation


Marketing Executive

Duration


June-1991 to October-1992

Company


Pak-American Airport Host Restaurant at Jinnah Terminal, Karachi.

Designation


Restaurant Cashier

Personal details
Marital Status 

Married
Sex



Male
Religion


Islam

Nationality


Pakistani
Date of Birth


11th April, 1976
Hobbies 


Travelling, Surfing Internet 
Language Known

English, Urdu & Hindi
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