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PROFILE
· Well talented and experienced in inventory control, procurement and materials management professional with more then two years of Gulf Experience. 

· Good knowledge official procedures, procurement and store management. 

· Excellent communication, interpersonal, man management and administration skills.

· Computer literate, well versed with MS Office, Customised and store related applications. 

· Sincere, hardworking, committed and dedicated professional. 

PROCUREMENT
· Issuing purchase order for parts, materials and services falling to reorder level, as well as for office equipments and supplies. 
· In charge for local and foreign procurement of spares, consumables and material.

STORES
· Recording of authorized receipt and issue of materials and general stock management. 

· Maintaining input/output documentation/records, card index system and stock status. 
· Log all borrowed tools, equipment, instruments and material in and out, etc. 

· Handling, Recording & Monitoring inventory, stock keeping records manually and also on computerized. 

· Packing for system repair, refurbishment, calibration, machining, Supervising, Coordinating & Handling.   

HIGHLIGHTS OF QUALIFICATION 
· Experienced and Dedicated Professional in recording and reporting. 

· Highly organized and detail-oriented, flair for understanding procedures and logistics.

· Articulate, friendly and very effective working with people of different backgrounds and temperaments. 

· Accurately record, remember and verbally communicate very detailed information. 

· A problem solver who quickly grasps complex situations and turns them into manageable tasks.

· Provide quality work even when under extreme time pressure and deadlines. 

· Proven ability to understand and follow complex instructions and successful execution. 

Work History
:
From June 9th 2005 Till Date
World Wide Power Services L.L.C. P.O 18088, Jebel Ali, Dubai, UAE.
World Wide Power Services (WWPS) was established in Dubai in 2002. The company now operates, and has interests throughout the Gulf Region, Iran and Iraq. WWPS provide a full range of services including electrical, mechanical, rotating equipment, instrumentation and controls, telecommunications, F&G, Safety and shutdown systems. 

JOB PROFILE
· Worked as a Store Executive.

· Handling Logistic Department.

· Worked as an Admin coordinator.

· Handling of Petty Cash. 
· Generating Product Codes for the Materials used in Power Company.
· Issuing Purchase Order for local supplier and Overseas as well. 

· Recording of all costs up to arriving to final costing of completed jobs and Work in Progress. 

· Expertise in the use of Accounts Package FOCUS. 

Currently working as a Sales Coordinator & Cost Accountant: 
· (Cost Accountant) My work consists of Job Costing, Inventory Control, Cash Control, Payables, Work in Progress and General Administration. Assisting in Internal Auditing  and   report to  Finance Control Officer
· (Purchase Executive): 

· Sending inquiries to suppliers.

· Comparison of Prices and Delivery. 

· Maintaining records of Suppliers. 

· Checking of Deliveries and coordinating with store to maintain stock inventory. 

· Routine Checking of Stocks in Stores. 

· Ordering of materials as per material requisition from respected department heads. 

· To raise purchase order and generate Goods Receipt Notes. 
· (Sales):
· Taking care of inquiries from customer.
· Procuring Materials if out of stock.
· Supplying Material to the final destination. Like Cables, Electric motors, Generators and electrical equipment for the Oilfield Industries. 
EXPERIENCE
· 6 Months Internship in Fort Tiles Co. Ltd in Peshawer Pakistan. Submitted a report of Financial Statement Analysis, as per the requirement for MBA Degree Program.
· Research work for Economic Development in Pakistan, and Submitted a report as well, part of Master Degree requirement. 
Educational Qualification:
Class



Grade

Year


Board/University

MBA



A+

2002-2004

Gomal University
BBA



A+

2000-2002

CECOS University

HSSC



B

1997-1998

BISE Swat 

SSC 



C

1996-1997

BISE Swat 

COMPUTER QUALIFICATION
· Three months short course on Office Automation through Allama Iqbal Institute of Computer Pakistan.


· Three months short course on Office Automation through University Computer Institute Pakistan.

· Fire Burning Speed in Computer Operation.

LANGUAGES KNOWN

English:

Read, Write, and Speak


Arabic:


Read and Write

Urdu:


Read, Write and Speak


Hindi:


Speak


Pashto:


Mother Tongue
PERSONAL DETAIL 

Nationality:

Pakistani

Date Of Birth:

28 March 1981

Martial Status:

Single 

Visa Status:

Employment

References:
References can be provided on request.
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