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Career Objective
A  challenging,  attractive  position  commensurate with  my  qualification  and  experience. To become a part of an organization, where the chances and environment of professional learning and growth are provided along with quality, hard work and devotion to the job is encouraged and promoted.
Professional Experience:
Worked as a Store Manager in Razi Master Sdn Bhd Co. in Malaysia
(Sep 2007 to Dec 2008)
Major Responsibilities I was performing there
1. To exercise general control over all activities in Stores Department
2. To ensure safe keeping both as to quality and quantity of materials.

3. To maintain proper records.

4. To initiate purchase requisitions for the replacement of stock of all regular stores items whenever the stock level of any item of store approaches the minimum limit fixed in respect thereof.

5. To initiate action for stoppage of further purchasing when the stock level approaches the maximum limit.

6. To check and receive purchased materials forwarded by the receiving department and to arrange for the storage in appropriate places.

7. To reserve a particular material for a specific job when so required.

8. To issue materials only in required quantities against authorized requisition notes/material lists.

Worked in Ahmed & Brothers Ltd as Admin Officer in United kingdom   (Aug 2009 to July 2013)
Major Responsibilities were,

· Administer employment agreements

· Verify and report on benefits payments

· Maintain the leave management system

· Review remittance

· Respond to inquiries

· Manage the repair and maintenance of computer and office equipment

· Maintain insurance coverage’s
· Check accounts and deal with cheque
· Supervise customer services and respond to customer inquiries

· Assist with preparation and advertising of contract documents
 Working as a Admin Officer with The Mocca Art Cafe Down Town Dubai 

(Currently Working)
Education Qualification:
Secondary School Certificate  
From Board of Intermediate & Secondary Education                                                   
    




 Gujranwala  Pakistan year 2003
Intermediate Certificate 

From Board of Intermediate & Secondary Education 






Gujranwala Pakistan year 2005
Computer Diploma:
· One year Diploma in Computer Assembling, Installation & Trouble Shooting from CREATIVE COMPUTERS Pakistan.

· One year Diploma in Computer Application from CARD INSTAUTE Pakistan.

· Have Diploma in Certificate in Jave Programming from CARD INSTAUTE Pakistan.
English Language Course:
· Intensive English Program Proficiency Level High Intermediate from  RIMA COLLEGE  (Ministry of  Higher  Education , Malaysia) year Dec, 2007

· Intensive English Program Proficiency Level High Advanced  from  RIMA COLLEGE  (Ministry of  Higher  Education , Malaysia) year May, 2008

· Intensive English Program Proficiency level Academic Writing  from  RIMA COLLEGE  (Ministry of  Higher  Education , Malaysia) year Jun, 2008
Certificate:
· Has been awarded  EDI Level 1 Certificate in  ESOL international   JETSET level 5 (CEF B2) year 2010 from London, United Kingdom 
Personal Information
· Date of Birth

:
25/08/1985

· Gender


:
Male

· Nationality 

:
Pakistani

· Visa Status

:
Work Visa
· Marital Status

:
Single 

· Languages

:
English and Urdu
Declaration: 
I hereby certify that the above mentioned information is true and correct to the best of my knowledge and belief.
