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Holding Valid UAE Driving License
Career Objective
                                                                                                                           

Seeking a suitable position in the esteemed organization which enables me demonstrate my professional experience, Skills and competence as well as achieve satisfactory growth in the profession. 
Personal Profile

Career oriented professional possessing with Five Years’ experience of U.A.E & about one Year working experience in Pakistan in the field of Sales & Administration.
Work Experience 

   1. April 2015 to August




Sales & Marketing Executive
           Quick Services LLC

    Dubai – UAE

· Directly reporting to the Managing Director.

· Responsible for all the Branch operations.
· Develop forecasts, financial objectives and business plans. 
· Manage budget and allocate funds appropriately.
· Network to improve the presence and reputation of the branch and company.

· Developed strategy to achieve monthly targets
· Conducted competitive analysis to professional efficiency.
2. March 2013 to March 2014:


 

 
Easy Global Group
         Logistics Operations Manager
      Dubai – UAE 
Job Responsibilities:

· Directly reporting to the Managing Directors.

· Provides direction for systems improvements and changes to operational requirements.
· Making the e Tokens in/out in Dubai Trade for containers to move from the Port.

· Develop and ensure that established policies, rules and regulations and procedures are followed.
· Arranging Vehicles by having coordination with the drivers for Deliveries to the customers on urgent basis.

· Responsible for all the day to day Logistics Operations.

· Arranging the containers from port to the warehouse in the last minute rush to avoid the Port and Shipping line’s (storage/Demurrage) charges.

· Ensured the accuracy of all shipping documents for clearing companies.

· Oversee day-to-day operations of finished goods and raw material warehouse. Directs the operations of the warehouse team to achieve objectives.
· Clearings the container’s customs Inspections from DP World.

· Having coordination with the customers on global basis for the deliveries.
· Good Knowledge of the Storage/Demurrage Charges in the port and Shipping Lines.

· Regular meetings with Executive Directors around fiscal planning.
· Supervise and coach office manager on a weekly basis.
3. January 2009 to January 2013:
 

Wika Middle East FZE
        Logistics Warehouse Coordinator
       
Dubai – UAE
Job Responsibilities:

· Accurately updating all data into computer (Software) and manual record systems.
· Handling Inwards and Outwards of mail on daily basis.

· Sending Commercial Invoice, Packing List, Airway bill, Flight Details to customer for payment.
· Tracking the shipment status with the Logistics.
· Maintaining a MIS report for the entire customer and updating it regularly with the status.
· Follow up with the Sales Manager and Sometimes with Customer for document required till the Order is released for shipment for necessary Documents.
· Ensure all deal confirmations are matched and missing items are investigated.

· Providing full back-up for specified areas /functions.

· Maintain Min/max levels of the stock items in system (software).

· Gathered and maintained all data records relative to shipping activities.

· Checking and inspecting goods received and ensuring they are of accurate quantity, type, & acceptable quality.

· Responsible to raise NCR against the non - conforming Items (Products) to Germany Head office.
· Making Goods in and Goods out vouchers In order to take material in to stock or scrape and update in system.
4. July 2008 to January 2009:



Toyota City Motors

                                                                                                  Sales admin manager
                                                                        


 Sialkot – Pakistan
Job Responsibilities:

· Working with Business Support & Services Unit.
· Responsible for the continuous motivation and morale of employees in the absence of the Manager.
· Transactions are received from Toyota’s Dealership Branches (Karachi, Lahore, Islamabad etc.)
· Maintaining high standards of customer service at all times.
· Processing customer transactions and respond to product-service inquiries in a responsive, accurate and timely manner. Provide quality customer service at an excellent level.

· Undertaking training sessions with the team members to identify development needs.

· Ensured to make Provisional Booking Orders & sending to the Karachi - Head office on weekly & monthly Basis.

· Information is given to all the Customers about New Products /Offers of the company.

· Software (FoxPro) is used to record the data of every Customer.
· Clearly Presenting benefits and Closing Deals.
Academic Qualifications

Bachelor’s Degree (January 2007 – December 2008)
Bachelor of Commerce (B.Com) from University of the Punjab, Lahore – Pakistan
Languages:  English, Urdu/Hindi, Punjabi, Arabic
Personal Information
Nationality
  Pakistani
Date of Birth

  4th April 1988
References will be provided upon requests.
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