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MOAZZAM 
E-mail: moazzam.380902@2freemail.com 
Visa status: Visit

Nationality: Pakistan






OBJECTIVE

A methodical individual, with experience of operations, supporting sales, business development, import & export, supply chain admin departments. Can transmit well with people at all levels and has the elasticity of working as part of a team or independently. Comfortable working in a fast paced, expansion orientated work environment and possessing a proven ability to ensure that brand messages, values and infrastructure are understood and implemented effectively. Looking forward to a making a momentous contribution to an organization that offers authentic opportunities for progression.

AREA OF EXPERTIES

Leadership 



Development 


Multitasking 


Negotiations 


Achiever 


Relationship Management



Cost reduction & containment 
Communication 

Documentation 

Initiative



Supply Chain Management
Ownership of the subject while convincing


EXPERIENCE

	YAWKL Pakistan (Digital Marketing Agency subsidiary of HAPPENIZE Canada & UAE)

Manager Operations 
	April 2017 to Feb 2018.

	SA Network & Logistics & Seaways Enterprises Karachi, Pakistan
Business Development Manager
	April 2013 to March 2017

	Abdul Latif Jameel Co. Ltd. (TOYOTA & LEXUS) Riyadh, Kingdom Saudi Arabia
Office Manager / Executive Assistant
	Feb 2011 to Jan 2013

	Abdul Latif Jameel Co. Ltd. (TOYOTA & LEXUS) Riyadh, Kingdom Saudi Arabia
Sales Coordinator
	Oct 2009 to Jan 2011

	Global Technologies & Services Karachi, Pakistan
Commercial Executive
	Aug 2005 to Aug 2009

	Global Technologies & Services Karachi, Pakistan
Accountant
	April 2003 to July 2005

	The Accountax Karachi, Pakistan
Assistant Accountant
	Feb 1999 to March 2003


Manager Operation in YAWKL (Digital Marketing Agency) Karachi, Pakistan from April 2017 to Feb 2018.

Responsibilities: 
· Review financial data. Sales, Expenses and Targets. Utilize financial data to improve profitability.
· Recommending and establishing new policies and procedures.

· Presenting data and analysis to staff in an actionable format.

· Implementing equality and diversity policies.

· Assisting in the recruitment of key personnel.

· Writing reports, business correspondence, and procedure manuals.

· Supervising the work of employees.

· Organizing departmental meetings, setting the agenda and then chairing those meetings.

· Identifying areas that are lacking and where targets are not being hit.

· Talking to individual staff members on a regular basis and motivating them to do better.

· Making sure there is a safe and smooth working environment for staff to work in.

· Making sure that all staff comply with company rules and regulations.

Business Development Manager in SA Network & Logistics & Seaways Enterprises Karachi, Pakistan from April 2013 to March 2017.

Responsibilities: 
· Monitoring & control of overseas agent’s business correspondence for Import and export shipments. This also includes dealing the correspondence with the principles and associate agents as well as handling the key accounts.
· Instrumental in assisting associates to realize their potential and self-actualization goals.
· Significantly increased the sales by every month in different business units.
· Working with the business and marketing teams in product building strategies and pre-sales activities to support and advice business development in drafting proposals in respond to different queries.
· Responsible for bringing outstanding results in an increasingly competitive and saturating market ensuring that the team works effectively.
· Planning and scheduling of all distribution services to ensure customer requirements are met in an efficient manner & meet prescribed cost and service standards.
· Expand sales business network.

· Motivate to sales team with weekly activities/meeting for enhance business and target achievement.

· Review sales and targets on daily basis, send report to higher management.
Office Manager / Executive Assistant to General Manager in Abdul Latif Jameel Co. Ltd. (TOYOTA & LEXUS) Riyadh, Kingdom Saudi Arabia from February 2011 to January 2013. 

Responsibilities: 
· Daily monitoring the sales and achievement of the department and reported accordingly.
· Prepare monthly and quarterly sales reports for presentation to management. 

· Update OBEYA room with latest business reports.
· Update monthly HOSHIN KENARI submit to Regional Office. 
· Arrange monthly meeting with all department heads, write Minutes of Meeting (MOM). 

· Make half yearly “PRIDA” (Performance Review Improvement for Development of Associates).

· Make Power Point Presentations as per allocate projects.

· Monthly review performance of Salesmen and issue rewards who achieved target.

· Arrangement of department & center visit for international and local delegation also give presentation of center performance. 

· Organize half yearly and yearly rewarding ceremony for motivation of employees. 
· Organize meetings and facilitate associates with Kaizen team for projects and Kaizen Ideas. 

Sales Coordinator in Abdul Latif Jameel Co. Ltd. (TOYOTA & LEXUS) Riyadh, Kingdom Saudi Arabia from October 2009 to January 2011. 

Responsibilities: 

· Update daily sales achievement product wise and salesmen wise and reported to Sales Manager, General Manger & Accounts Manager.
· Update VSND (Vehicle Sales Not Deliver) report send to all sales department and accounts manager.

· Check physically stock on monthly basis report to Sales Manager. 

· Responsible for proper vehicle display at showroom premises as per marketing department instructions.

· Vehicle movement from and to branches as and when required. 

· Responsible to head a team of logistic people for vehicle registration, vehicle deliveries to customers and all administrative functions.

· Responsible of sold vehicles are invoiced, delivered and proper documentation maintained for same.
· Arrange monthly meeting for distribution of salesmen targets (Vehicle & Accessories) and make Minutes of Meeting (MOM).
· Arrange monthly GDI (Guest Delight Index) meeting.  

Commercial Executive in Global Technologies & Services Karachi, Pakistan from August 2005 to August 2009.

Responsibilities: 
· Make & send quotations to customer of our various products.

· Maintain weekly forecast of orders from our customers. 

· Generate purchase order both international & local to our approved sources at the right time in right quantities. 

· Maintain Purchase Order status on daily basis for follow up supplies and keeping all purchase records in proper way & report to Manager. 

· To assist procurement area of local purchases.
· Establish L/C & B/C of CNF, FOB & Ex-Works basis.

· Import of Machineries and Packaging Materials at the right time in right quantities and at the most economical rate from approved sources.

· Follow-up Banks, Shipping / Freight Forwarder and Custom Clearing Agents for clearance of consignments from Port to warehouse.

· Negotiation with Bank, Supplier & Others Concerned Authorities.

· Maintain L/C’s and Bank Contract Status. 

· Having Knowledge about the procedure of Import & Export Rules/Policies, Temporary Import, Temporary Export (Import Cum, Export Cum Import Repairing/Replacement, and Exhibition purpose), and Customs Tariff, SRO to avail the benefit of imported goods of Packaging Materials & Machineries. 

· Monthly Reporting to Management regarding Funds scheduling for Imports payments.

· To keep Materials Records (GRN) informed of the supply position and development. 
Accountant in Global Technologies & Services Karachi, Pakistan from April 2003 to July 2005.

Assistant Accountant in The Accountax Karachi, Pakistan from February 1999 to March 2003.   


EDUCATIONAL QUALIFICATION 

Bachelor Degree in Commerce from University of Karachi, Pakistan.

Intermediate in Commerce from Sindh Board of Karachi, Pakistan.


OTHERS SKILL 

Microsoft Office


MS-Word, Excel, Power Point, Outlook - Accounts Software: Peachtree, Busy 
Languages


English, Urdu, Arabic



 

TRAININGS & MANAGERIAL SKILLS

Toyota KAIZEN Training (Abdul Latif Jameel – Saudi Arabia)

ALJ Brand Management Training (Abdul Latif Jameel – Saudi Arabia)

Toyota HOSHIN KENARI Training (Abdul Latif Jameel – Saudi Arabia)

Toyota PRIDA “Performance Review Improvement for Development of Associates” (ALJ Saudi Arabia)

Toyota GDI Training (Guest Delight Index) (Abdul Latif Jameel – Saudi Arabia)

Cash Prize reward from Regional Director (ALJ Toyota Riyadh KSA) for support and acting Executive Assistant to him.

Training ESSR “Envoirment Safety Security & Risk” (Abdul Latif Jameel – Saudi Arabia).
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