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Objective:
             To seek a challenging position in an organization that has the vision and potentials for development, growth and expansion wherein I can induce my Knowledge, skills and experience, thus contributing to the growth of the company and self.
Experiences: 
I have 8 years of U.A.E. experience in “Supervision of Admin/operation Dept.”  and over 1 year of Pakistan experience in Sales.”
Period: 


 March 2015 … till date

Position: 

 Operations Executive /Office Administrator

Job Profile:

· Manage and direct operations team to achieve business targets.
· Build strong relationship by addressing customer issues and complaints in a timely manner. 

· Assist in employee appraisal, promotions, compensation and termination based on the performance review. 

· Assist in preparing tender documents.

· Provide operational support and guidance to staff. 

· Monitor and control expense according to allotted budget.

· Assist in interviewing, recruiting and training candidates. 

· Manage work assignment and allocation for staff.  

· Maintain accurate and clear documentation for operational procedures and activities. 

· Conduct regular meetings with team to discuss about issues, concerns, updates etc. 

·  Maintain the administration, monitoring, reporting, communication and liaison on all company affairs.

· Administering payroll and employee benefits and organizational insurance.

· Submission of correct documentation to the Ministry of Labor for visa applications

· Take, submit & collect all necessary documentation in order to organize all Employee official paperwork

· Ensure all visas, medical and labor permits are up to date and arrange timely renewal.

· To renew all company related licenses prior to their expiry date

· Develop, maintain and monitor all fundraising and Accounting systems and procedures capturing all pledges, billings and receipts and for the recording of all revenue transactions.

· Contribute to short and long-term organizational planning and strategy as a member of the management team.
Period: 


Dec 2007 … Feb 2015

Position: 

Site Administrator 

Organization: 

Commodore Contracting Co. Dubai
Job Profile: 
· Liaising with staff in other departments and with external contracts.

· Analyzes and applies information from periodic program evaluations. 

· To get the Day to Day administrative duties from seniors and Assigned to the other staff.

· Preparation of monthly staff schedule and submitted to head office.
· Maintain open line of communication between staff and Higher Management.

· Co-ordination with sub-contractors about project / samples / labor on site etc.

· Maintains records needed for program administration.

· Performs other duties as assigned.

· Coordinating with Administration and Human Resources Department in relation with employees proceeding on leave, dispatching Passports, manpower transfers, disciplinary action and various needs.

· Coordinating with Accounting Department in relation with employee’s settlements, site petty cash, employees monthly time sheets, over times etc;

· Handling employee’s Medical checkups.

· Liaising with Camp Supervisor in relation with manpower transfer, absent from work, absconding, sick, under treatment, jobless, proceeding on leave, back from leave, accident cases etc;

· Handling employee’s monthly time sheets.

· Responsible for site petty cash expenses.

· Responsible to prepare booklets for manpower transfer, site petty cash and delivering to the Cost Control Department.

· Handling and running Transportation System at site.

· Assign day to day and weekly Transpiration schedule to the staff.

· Handle all travel and accommodation related issues for the staff & laborers.

· Liaising with Administration Department in relation with company vehicles registration new / renewal.

· Maintaining office equipment and arranging any repairs or replacements if require
Period: 


May 2007 … Nov 2007 

Position: 

Sales Promotion Officer

Organization: 

Indus Pharma Pakistan

Job Profile:
· Arranging appointments with doctors, pharmacists and hospital medical teams including pre-arranged appointments and regular 'cold' calling;

· Making presentations to doctors, practice staff, hospital doctors and pharmacists in the retail sector. 

· Perform product demonstrations, installations, and application support.

· Building and maintaining positive working relationships with medical staff and supporting administrative staff;

· Keeping detailed records of all contacts;

· Meeting sales targets;

· Planning work schedules and weekly and monthly timetables. 

· Working with team managers to plan how to approach contacts effective business plans for making sales in a particular area. 

· Regularly attending company meetings, technical data presentations and briefings;

· Keeping up to date with the latest clinical data supplied by the company, and interpreting, presenting and discussing this data with health professionals during presentations;

· Monitoring competitor activity and competitors' products;

· Developing strategies for increasing opportunities to meet & talk to contacts in the healthcare sector;

· Reporting information back to head office about customer needs

· Provide competitive information such as bid situations, pricing data, or bundling arrangements in order to establish negotiated pricing contracts for assigned products.

· Maintains up to date knowledge on latest development in the field of medicine

· Working with distributors to establish sales chains.
Period: 


July 2006 … May 2007 

Position: 

Medical Sales Representative

Organization: 

Pulse Pharmaceuticals. Pakistan    

Job Profile:
· Making appointments to see existing clients and potential new customers

· presenting products to clients

· Targeting general practitioners, practice staff and retail chemists

· Making presentations as well as providing product demonstrations and training.

· Responsible for selling and marketing of pharmaceutical drugs, health care products and supplies

· Monitors the supply of drugs as well as inform doctors and pharmacist of the forthcoming changes

· Meeting sales targets

· Introduces new products of the organization

· Keeping records of sales and customers

· Reporting information back to head office about customer needs

· Improve product knowledge and sales techniques.

Academic Qualification: 


Bachelor in Science (B.Sc.)

Punjab University Lahore (Pakistan)


Intermediate (F.Sc.)


BISE Rawalpindi (Pakistan)


S. S.C. (Science)


              BISE Rawalpindi (Pakistan)
· Certificate in Chain Shipping & Management (Interman Sharjah, U.A.E.)
Have Knowledge of:
· Windows 98/XP/2000/ME/7/8/10

· MS Office (MS Word, Excel, Power Point, In-page, Access, Front Page, MS DOS)
Strengths:
· Strong work ethics - High level of integrity and moral standards

· Communication skills - Excellent interpersonal, networking, presentation, negotiation & closing skills

· Work effectively in a collaborative environment

· Self-starter - Responsible and self-motivated with positive attitude and tolerance

· Strong organizational and time management skills

· Thinks strategically and analytically, multitasks and prioritizes
Personal Profile:

Gender:

Male

Date of birth:

17 October 1984

Nationality:

Pakistani

Marital Status
:
Married

Languages Known:
English, Urdu, Hindi and Punjabi

Visa Status:

Employment

Driving License:

Light vehicle

Reference:

Reference will be furnished upon request. 
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