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	Experienced and qualified staff management professional with expertise in providing management support with capability to handle the task independently to manage organization for optimum results. A hardworking and motivated personality with good organising, communication, inter personal, coordination and excellent in computer skills.



	STRENGTHS

	· Administrative support skills
	· Manpower management
	· Leader ship skill

	· Dynamic personality

· Maintaining confidential file      
	· Office coordination skills

· Proficiency in computers
	· Good telephone manners



	EDUCATION

	
	

	DEGREE, MBA (HRM)
Degree, B.Sc (Computer Science)

	2007-2009
2004-2006


	EXPERIENCE SNAPSHOT

	
	

	
	

	Regional Inventory Controller & Admin Officer
	Jan 2009 – Sep 2015

	Warehouse and inventory of network (BTS-Sites)and Offices UFONE PTML (Etisalat) Pakistan

	

	IT Manager
	Jan 2006 -  Sep 2007

	A  Software and troubleshooting company (Karachi Stock Exchange)  
	


	PROVEN JOB ROLE

	Regional Inventory Controller-Ufone PTML Pakistan
· Maintaining of All Type of Inventory.

· Print different type of Tags for different Equipment’s (maintain a record of tags).  

· Maintaining warehouse Activity and All kind of Reports updated on daily, weekly and monthly Basis.

· Email Corresponding (External and Internal), with in Organization and with Vendors for warehouse activities.

· Ensure to provide the demand (Contractors, site offices).

· Follow all types of Organization, Procedures, Rules and IOC’s (Inter Office Corresponding).

· Auction of different faulty/consumable on monthly, Quarterly and annually basis and hand over to successful bidders.

· Monitor shift wise attendance of (Log sheet, log book). 
· On daily basis movement of inventory of (IT, Engineering, admin) related equipment.

· Execute Plan rout wise for operation team for new sites LEQs and BOQs Verification, and also move the team for different areas for QC exercise.
· Cross check the physical inventory (stock) with updated inventory in SAP,  

· Familiar in General warehousing Operation.

· Monthly Timesheets and Confirmation overtime to HR.

· Constantly inspect all work equipment to identify shortages and damages, and relate findings to management for quick resolution to enable smooth flow of operations.
· Reconciliation of Network as well as Non-network assets with respective BOQs and POs.

· Working on SAP (System Application Product), to maintain master data list for SAP.

· Planning and forecasting of operational equipment needs.
· Make end-to-end track and control of fixed assets of PTML UFONE, using computer data base.

· Fixed Assets Management.

· Concise the GRN Data in MS Excel sheet with Barcodes.

· Check the FSR (Field Service Report of DGs) change or repair the parts of DG by suncon.

· Handle the different project of swap (Power Swap, Battery Swap, BTS and MW Swap) as control the vendor through Job Approval Form as well as ATF (Assets Transfer Form) Gate-passes (Inward &   Outward) from Warehouse.

· Check the physical inventory and cross check on weekly basis as updated in system (SAP)

·  (A)-NLM (Network Life cycle Management)

· Assets Management Database Training
Admin  Responsibilities:
· Handling all types of Quotations

· Agreements (with Contactors, Subcon, Client) 

· Implementing internal Standard Operating Procedures (SOPs).
· Ensure to collect Bills (Account Receivable and Account Payable).
· Manpower Development.
· Contracts management embodying renewal and finalising rental contracts for office buildings, service contracts for maintenance etc.

· Construction & Renovation projects supervision with proper check n balance as per company policies and implementation of SOP’s.

· Coordination and data sharing between Engineering and Finance departments.

· Daily fuel consumption report of North-II Region.
· Maintain daily and monthly petty cash report.  

	IT Manager – ECL (A Firm of Karachi Stock Exchange)  
· Managing all the assets.

· Networking problem Solution 

· Maintenance of Computer Hardware & Software.

· Meetings with vendor/clients/customers
· Strictly follow the policy & rules and regulation.
Achievement 

· Successfully SAP implementation in PTML Ufone.
· Successfully implementation of Data sharing point.

	IT & HEALTH & SAFETY SKILLS

	

	· Target motivated, Result Oriented.
· Responsible, confident, quick & reliable.
· Excellent spoken and written skills in English & Urdu.
· MS Office (Advance Level)
· Work on SAP (NLM) Software.
Course Attended




Basic Safety Awareness 
LUMS Training of Team leader and Management & SAP Training

Roster Management System & Time Management




Telephone technique



	PERSONAL DETAILS


Nationality                                                              : Pakistan
Age & Date of Birth                                               : 35 yrs, 9th January 1980
Marital Status                                                         :  Married
Visa Status                                                              :  Visit
Languages                                                             :  English, Urdu.
Driving license               


  :  Light vehicle driving (Pakistan)

	Declaration:


I hereby declare that all above information is true and correct to the best of my knowledge.
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