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Career Objective

To play role as an active team player in challenging and learning environment, where my knowledge and experience add value to the organization whilst keeping my personal development sustained

Self Assessment

Excellent team player with minimal supervision and effective team management skills
Education

(2002-2006)


Kohat University of Science & Technology, Kohat
1st Division


BSc (Hons) Business Administration & IT

Finance, HR, Communication and IT

(2000-2002)


Board of Intermediate Education Karachi

2nd Division


F.Sc. Pre-Engineering

Math, Chemistry, Physics

1998



Board of Intermediate & Secondary Education Peshawar

1st Division


Matriculation

Science Subjects

Professional Summary
Working in Jumeirah Beach Residence, Dubai
Security Officer – Sadaf-7 (January 25th, 2015 to date)
· Maintaining safe and secure environment for residents, visitors, peers by monitoring premises and people, monitoring surveillance equipment (CCTV); inspecting building, FC equipment, and access points.

· To Prevent losses and damages by reporting irregularities; informing violators of policy and procedures; restraining trespassers.
· Ensures operation of equipment by completing preventive maintenance requirements; following manufacturer's instructions; calling for repairs; evaluating new equipment and techniques.
Worked for 01 year and 04 months in Metro Cash & Carry, Islamabad
Office Administrator (April 10th, 2014 – August 24th, 2014)
· Monitor activities of the office staff to include; preparation of documents and correspondence, record retention.

· Coordinate office projects to achieve efficient office flow, employee productivity.

· Assist staff in preparation of reports, presentations.

Customer Acquisitor – HoReCa, Trade, O&I (May 6th, 2013 – March 21st, 2014)
· Maintain and develop good relationship with customers through personal contact, meetings & via telephone calls.
· Efficiently gathering market and customer information to enable negotiations regarding variations in prices and delivery matters.
· Presenting the products in a structured professional way face to face.
Worked for 03 years and 03 months in The First MicroFinanceBank Limited, Islamabad
Team Lead Verification Desk eCIB & NADRA (July 21st, 2012 – March 10th, 2013)

· Supervise the team of 4 eCIB & 4 NADRA Verification Officers in accordance with company policies and procedures.

· Coordinate department activities and special projects to ensure quality.

· Assist staff to resolve complex or out of policy operation problems.

· Responsible for staff scheduling to include: work assignments/ rotations, employee training, employee vacations, back-up for absent employees.

· Schedule and conduct staff meetings.

Additional Charge as a Team Lead eCIB Desk (June 1st, 2011 – July 20th, 2012)

· Supervise the team of 5 eCIB Verification Officers in accordance with company policies and procedures.

· Responsible to meet department productivity, quality goals and deadlines.

· Establish employee goals and conduct employee performance reviews. 

Client Verification Officer (December 15th, 2009 – May 31st, 2011)
· Verification of clients in collaboration with the NADRA’s verification system i.e. VeriSys in order to facilitate the branches, across the country, for deposits.
· Verification of clients in collaboration with the State Bank of Pakistan’s Credit Monitoring Software eCIB (Electronic Credit Information Bureau) in order to facilitate the branches for loan disbursements.
· Supporting and coordinating the Branch Managers for eCIB concerns.
Worked for 01 year and 10 months in Inspectest Private Limited, Islamabad

Admin Officer (May 2nd, 2009 – December 10th, 2009)

· Process the procurements with all formalities like getting quotation, making comparative statement, getting approval with a high standard of transparency.

· Raising purchase orders for the goods and services, monitoring expenses and process payments for the goods and services procured.
· Maintaining a proper record of all procurements.
· Managing inventory of assets and supplies, monitoring critical level of stocks.
· Scheduling and coordinating meetings, interviews, events and other similar activities.
Finance Admin Assistant (January 4th, 2008 – April 30th, 2009)
· Perform accounting duties like bank reconciliation, assist in month end closing.
· Prepare payments, invoices and generate simple reports.
· Maintain accounting files and records.
· Preparing business correspondence.

· Sending faxes and managing files.
· Attend the clientele inquiries.

Networking Skills

· CCNA Trained
Additional Skills
· IT Skills - Proficient in the use of Microsoft Office, Open Office.org, Hardware and Software Installation.
· Arabic - Basic conversational level besides English, Urdu, Pashto, Punjabi and Hindko.
Personal Information

Marital Status:
Married


Date of Birth:

October 01, 1982

References

Educational and professional references may be furnished on demand.






