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POST APPLIED FOR:
      DOCUMENT CONTROLLER OR STOREKEEPER
Objective:

Seeking for an opportunity to work with a reputed organization where I can utilize my ability in the relevant field for the betterment for the organization and myself as well with team and individually.

Skills

· Excellent communication skills.

· Organizing, planning and leadership skills.
· Strong ability to initiate and accomplish results.

· Effective member and leader of project team.

· Carry out multiple assignments concurrently.

· Self discipline and motivate to related staff.

EDUCATION AND PROFESSINAL TRAINING

· Bachelor of Arts  (Degree) – (Journalism) 



2004 – 2006

Bahauddin Zakaria University, Multan, Pakistan          


· Diploma in Commerce (D.Com, Accounts & Shorthand) 

1998 – 2001

Punjab Board of Technical Education, Lahore, Pakistan




· Metric (Science)







1997


Higher Secondary Education Board Multan,   Pakistan
Computer Skills

· Computer Course CIT (Computer Information Technology)  

2001
· Excellent commands in MS Word, MS, Excel & MS. Power point

· Operating System Windows 98/2000 XP & Internet surfing and browsing
· Operating of photo state machine, scanning machine & fax machine 

· Typing speed 45 WPM

TRAINING UNDERGONE (Courses at Dubai)
· Dubai Security Examination:     
Conducted by M/S First Security Group, L.L.C in 





Collaboration with Dubai Police and passed.
· First Awareness & Prevention: 
Conducted by M/S First Security Group, L.L.C for developing Essen ional Basic Skills & EAP (Emergency Action Plan).
· First Aid Appointed Person:     
Conducted by M/S First Security Group, L.L.C in Collaboration with Special emphasis on basic life support General First Aid & Procedure for reporting of incidents. 

PROFESSIONAL EXPERIENCE

Group, L.L.C, Dubai



 May 2009 to-date


Camp Boss






Nov 2011 to-date

· Issuance of accommodation exit clearance for resigned or terminated employees.

· To maintain camp rules and regulations in camp in accordance with company policies and procedures

· Prepare and maintains files of various records and documentation.

· Close coordination with Head office for new arrivals and cancellations.

· Prepare monthly/weekly report and submit to admin office.

· Room allotment and room inspection as per company policy.

· Managed phone, email and fax inquiries and requests and corresponded accordingly.

· Handling of cash such as vacation settlement, salary advance and keep the record.
Operations Coordinator 





July 2011 – Nov 2011
· Prepare the files of all projects of organization.
· Maintain the all type of forms used ISO formats.

· Coordination between Head Office and Operational staff.

· Prepare monthly/weekly/daily reports of operations.

· Prepare the summary of total MANPOWER of all projects.

Logistic and Store Assistant





June 2009 – July 2011
· Rotates stock and arranges for disposal of surpluses.
· Ensure to audit stock of items, materials and supplies to ensure sufficient inventories are available for daily functions.
· Ensure that periodic inventory audits of the storeroom.
· Keep records of all purchases/expenses incurred, issued, returned or damage, missing or destroyed equipments and supplies.
· Maintain routine reviews of stock records. Inspect, identify, segregated and replenish supplies and equipments needed.
· Prepare the monthly / weekly reports and submit to Admin as desired.

· Receive the Invoices and keep accurate record.
PAKISTAN ARMY- 08 Years (Engineering Corps 2001-2009) 
Administration/Account Clerk (Rank-Nike Clerk)

                           
· Opened and routed incoming mail and prepared outgoing mail.

· Preparation of various accounting reports.
· Responsible for maintaining hard copy information.

· Profound ability to prepare routine administrative paper work.
· Prepare and maintains files of various records and documentation.

· Immense knowledge of accounts payable procedures and practices.

· Assisted with from desk reception, mail and assisted other staff.

· Managed phone and fax inquiries and requests and corresponded accordingly.

· Wrote correspondence, file paperwork, and handled other office duties as needed.



Personal Attributes:

· Highly responsible.
· Good public relationship 
· Capable of learning quickly in new environments.
· Ability to work under extreme pressure
Declaration:


I, here by declare that all information furnished above is true to the best of my knowledge and belief.  I assure you, that I will work sincerely and will be asset to you, if given to serve an opportunity in your concern.
