Mr. Naqvi
Contact:

Email:

Naqvi-399549@2freemail.com 
Additional Skills

· Successfully completed Basic passenger Sales and Sabre Reservation Certificate held in Jan-2008 at PIACC, Karachi.

· Hands on Experience – MS Office

· Excellent Customer Services Skills

· Computer Proficient

· Team Building


Administration / HR / Sales Coordination / Management
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Searching suitable job role in Administration, Human Resource, Sales Coordination, Business Management with expertise in production and organizational management and team building. Proven proficiency in planning, coordinating and implementing production strategies. Demonstrated ability to improve operations, efficiency, and profitability of business. Effective at prioritizing tasks and translating requirements into solutions to achieve defined goals. Collaborates with stakeholders, management, and employees.

Work Experience

03/2012-08/2020

STYLIFYD.COM, Karachi

OPERATIONS MANAGER

· Plan, coordinate and manage employees of the accounting, human resource, and marketing

departments to ensure the on-time and on-budget successful completion of projects.

· Develop, implement, and maintain quality assurance protocols.

· Track staffing requirements, hiring new employees needed.

· Review accounts payable and accounts receivable departments.

· Review all project drafts, drawings, and regulatory documents to provide a clear understanding work

scope and clarify potential issues.

· Ensure adequate staff allocation for project requirements.

· Conduct SWOT analysis per project and for the company as a whole to identify risk and leverage on

opportunities.

12/2008-02/2012

AL-MADAD DAIRY & CATTLE FARMS

FARM MANAGER

· Business Planning.

· Organizing people / staff, equipment and facilities.

· Staffing to keep all positions filled with people trained to do their jobs.

· Supervising day to day activities performed by working staff.

· Monthly Inventories

· Payroll

· Profit and Loss Analysis Report.

· Prepare Production Report, Variances Report.

· Order supplies, repair parts, and feed.

· Manage complete bank reconciliation statement of all accounts.

· Re-evaluate of Bank Charges.

· Parties Payments.

· All daily, weekly, monthly and yearly reporting.

01/2008-11/2008

PAKISTAN INTERNATIONAL AIRLINES,Karachi TRAVEL CONSULTANT

· Online reservations for airline customers.

· Handling general queries regarding airline operations.

· Voice, e-mail and chat communication with airline customers.

· Ensuring maintenance of performance and quality standards.

· Handling of PIA Frequent Flyer Program members.
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Education

2012

IQRA University, Karachi

MBA (Finance)

Thesis on “Determinants of Agriculture Productivity”. In that project my area of my work is Agriculture Productivity, Credit Supply, Subsidies, R&D, Land and Labor Utilization.

2006

University of Karachi, Karachi

Bachelor of Commerce (B.Com)

2004

Government National College, Karachi

HSC (Pre-Engineering)

2002

Bright Future English School, Karachi

SSC (Science)

Languages

English
— Proficient

Urdu
— Native

Personal Details

Nationality

: Pakistan

Date of Birth

: 22 Aug 1987

Marital Status

: Married

Visa Status

: Visit Visa

References

Mr. Anup P Bhatia, HR Consultant, Gulfjobseeker.com

Mobile: 0504973598 

