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Tanveer 

Tanveer.205167@2freemail.com 
2 Years experience
Career Objective

Seeking a challenging, rewarding career in system design, office administration, networking & customer care services. Preferably in consultancy firm, engineering & fabrication industry, general contracting, general trading, or multinational corporate environment.
Profile at a glance:
· Dynamic, self motivated, competitive, efficient, smart, intelligent, innovative and enthusiastic person to work with multilingual & multicultural workforce.

· Excellent Interpersonal, communication, negotiation skills.

· Fast learner of new software application and IT concepts.

· Ability to communicate through emails to co-workers &draft correspondence letters to suppliers & vendors enabling me to develop good relations with customers & office staff.

· Advance level knowledge & skills in MS Word, Excel, Power Point, MS Access, Web Designing, Inventory packages, ERP, MS Windows 98/2000/ME/XP/VISTA/Windows7 /Windows 8. Corel Draw and Adobe Photo Shop.

· Installing MS Windows, troubleshooting MS Windows, MS office applications, installing new hardware & configuring them to work perfectly with the operating system.

· Ability to develop customized MIS reports for the management.

Educational / Professional qualifications:
· Bachelor in Information Technology from Illama Iqbal Open University of Islamabad (Still continue)

· Intermediate & Secondary School Certificate (Multan, Pakistan) 

· Higher & Secondary School Certificate, Science Major, (Multan, Pakistan)

· International English Language Testing system (IELTS), (Lahore, Pakistan)

· Diploma of Computer Science (MS Office Package, MS Word, MS Excel, MS Access, MS Power Point, Internet, Adobe Corel Draw, Adobe Photoshop) from BTM College (Burewala, Pakistan)

· Diploma in Auto CAD (2D & 3D) from Bashir & Sons Computer College (Burewala, Pakistan)                          
Professional Experience:
Admin Assistant & Data Entry operator
Faizan-E-Madina Cotton Factory  







       Jhang, Pakistan.

August  2011 – Present
· Maintain & update employees information in ERP software
· Filing, labeling & maintaining all documents respective files & arranging them in alphabetical order in the file cabinet (For Employees, Suppliers & customers). 

· Calculating gratuity, end of service benefits, Air passage & overtime for the factory employees.

· Find new vendors, evaluate new suppliers, arranging quotations from them, comparing prices for various commodities & confirming orders to the best suitable supplier.
· Generate LPO & FPO, Purchase invoice booking, Purchase RTN booking etc.

· Raise Sales orders, Sales invoices, Delivery Orders, & Sales RTN orders.

· Generate MIS reports from ERP 

Personal Information:


Nationality

Pakistan

Date of Birth

3rd  March 1993

Marital Status

Single 

Languages

English, Urdu, Hindi & Punjabi
References:  References shall be provided on request.
I hereby declared that all the details above mentioned are true of my best knowledge and belief.

