JAWED 
OBJECTIVE
Seeking a challenging position in an organization where I can contribute with my experience and skills.

SUMMARY

· Extended experience in the area of general Administration and  Management.

· Quick learner, team player, efficient, friendly, responsible and able to work under pressure.

· Knowledge of Quick Books and other inventory systems.

· Efficient user of various MS Office tools, MS Word, MS Excel, & MS Outlook

· Have completed Security Guard Training (License No.11037164)
· Got  training at Gas Station (Petro Canada)

· Can maintain and repair various models of Laser printers

· Have experience of customer support

CAREER HISTORY

Office Co-ordinatorator
Jan 2013 – To-date
· Provide office management: phone support, customer support, accounts support, preparing invoices and  shipping documentation.

· Post products and prices on different web sites.

· Maintain products with new pricing and stock levels in warehouse / store.

· Full sales support including emailing quotations, follow-up research and pricing.
· Maintenance and repair of Laserjet Printer and photo copiers
· Maintaining production of Laserjet Toner Cartridges and shipping of customers
Manager (HR/Administration & Personnel)
Jul 2008 – Nov 2012

Karakoram Motors, Karachi, Pakistan

(An Automobile Manufacturer & Assembler)

· Supervised the entire admin./Personnel/HR  Department, inventory and conducted warehouse administration.

· Supervise sales, service, after sales and delivery of vehicles.
· Ensured professional relationship between employer and employees, Government Departments and Contractors.
· Responsible for transportation, security and dealing with contractors to arrange new business.

Senior Deputy Manager HR & Administration
Apr 87 – Aug 2006

Dynea Pakistan Limited (Formerly Dyno Pakistan Ltd. Norwegian-Pakistani Joint Venture)

· Managed general administration / Stores/ warehouse, implement company policies to ensure satisfactory results from internal and external audits and to ensure effectiveness of the management team.

· Ensure implementation of the local Labor Laws within the factory premises, coordinated with the Industrial Relations Department.

· Organized and managed overall safety and security system including both personnel and material.

· Ensured that quality system procedures are documented implemented and maintained within the department.

· Partially took care of internal computer system with database for inventory and record management.
EDUCATION

· Bachelor of Arts Degree in Economics, University of Karachi, Pakistan.

· Certificate in Commerce, Sindh Board of Technical Education, Karachi, Pakistan.

· Personnel Management Certificate Course, Jersey, U.K.

· Ontario Security Guard License 

PROFESSIONAL DEVELOPMENT
· Completed Essential Training of  “Security Guard” from FG1, Security Agency Mississauga,, Canada 

· Completed training program Emergency First Aid and CPR
· Effective Communication Skills,  on April 22nd ,2006 in house by Dynea Pakistan Ltd.

· Drafting of Charge Sheets & Holding Domestic Enquiry conducted by  Employers Federation of Pakistan,  on 15th & 16th May, 1994.

· Export Documentation & Procedures conducted by Karachi Chamber of Commerce & Industry, 22nd July, 1990
· Documentation & Understanding of ISO-9000 conducted by SGS Pakistan (Pvt) Limited, on  08th  December , 1994
· Introduction & Procedure Writing ISO-9000 conducted by SGS Pakistan (Pvt) Limited, January 15th & 16th , 1995
· Streamlining Administrative Procedure & Paper Work conducted by Pakistan Institute of Management,  from 11th May 1998 to 16th May, 1998
· Development Course for Managers conducted by Pakistan Institute of Management,  from 21st to 26th October, 2002.
· Problem Solving & Decision Making Skills conducted in-house by Indus Motor Company, 
· Management of Change conducted by Pakistan Institute of Management, on 26th & 27th August, 1996
· Kaizen (Continue Process of Improvement) conducted in-house by Indus Motor Company, 
· Employees Old-Age Benefits Institution Scheme, One Day Seminar

· ISO 9000: 2000 on Quality Management Systems, One Day Seminar at Pakistan Institute of Quality Control on 26th February, 2003
· Attended Seminar on “The Management & Application of the Employees Old Age Benefits Scheme” organized by Employees Old Age Benefits Institution” on  12th December, 1991
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