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CAREEROBJECTIVE:
   To pursue a challenging and motivating career that utilize and strengthen the skills I posses and also to get a better 
   exposure in a professionally driven organization and delivering my best performance towards the excellent growth
   of the organization.
PROFESSIONAL WORK EXPERIENCE:
Organization:
Cirin Pharmaceuticals Pakistan
Tenure:
Aug 2013 –Dec 2014
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Designations:
Document and Record Control Officer
Responsibilities:
· Preparing monthly document review lists and its distribution
· Arranging monthly trainings

· Internal auditing

· Quality Objectives

· Quarter Reviews

· Management Reviews

· Document preparation / Ammendment

· Document Recall
· SOP’s Reviews

· Data Analysis

· Arranging meetings regarding ISO(9001:2008) for continual improvement

· Document Distribution

· Certificates of Analysis
· Arranging and promoting training sessions according to the requirement of ISO Standards
· Organizing tests and questionnaires to determine the effectiveness of training sessions.
· Keeping records of TNA, training schedules and participation
  Ensuring availability of the relevant versions (revision & copy#) of documents at all locations where activities essential to the effective functioning of the quality operating system and process are performed.
· Notifications of internal audits / training sessions / evaluation tests /management review meetings.
· To liaison with lead auditor for timely submission of audit check lists and NC reports and carrying out compliance audit(s) to close out NC reports; and to compile audit statistics bi-annually. 

· To liaison with HOD’s at Plant and person designated for ISO activities in Head Office for taking timely corrective / preventive action(s) to close out any NC’s reported during external audits. 

· To allocate the CAR No.maintain the corrective & preventive action log and compile the status of corrective & preventive actions.
Tenure:                                                Feb 2015 –May 2016
Designations:                                       Document and Record Control Officer
Responsibilities:
· Complete documentation of Environmental Health and Safety Management System
· Preparing Certifiates of Analysis.
· Prepare control documents according to approved procedure & distribution.

· Report writing.

· Release on SAP.

· Raw Material GRN’s release on SAP.
· Packing material GRN’s release on SAP.
· Batch release on SAP.

· Prepare warranty of release batches.

· Prepare  release labels(Finished) & submit it to FGS.
· Finished batch release of pellets on SAP.

· SAP Working
· Complete documentation of ISO 9001:2008 Quality Management System.
· Management Reviews
· Preparing reports relavent to QA Department

· Inter office memos
· Maintaining log books
· Document preparation

· B.M.R’s audit

 ACADEMIC EDUCATION:


 EXAMINING BODY:
YEAR
· Graduation
 COMSATS  Institute of Information Technology, Abbott bad
2013 (Bachelor of Sciences in Earth Sciences(applied geology)
· HSSC
 Jinnah Jame  Public School and College , Haripur
2009
(Pre-Engineering)
· SSC



   Telecom Boys Public School and College, Haripur                              2007
(Bio)

Key Skills and Abilities:
· Handling responsibility independently

· Team leadership

· Hardworking, sincere and trustworthy

· Determined and dedicated towards the achievement of goals

· Desire to learn new things

· Adaptable to any environment

Computer Skills:
· SAP Business Software
· MS Office, Ms Excel, Power Point and Internet Knowledge
· Fluent with Window XP, Window 7,Window 8
· Basic Knowledge in Computer Hardware

TRAININGS & WanaORKSHOPS:
Time Management
Year - 2014
· Successfully meeting the requirements of Time Management, Training by Mr.Mansoor Ahmed Khan,Team Leader Training and development , Cirin Pharmaceutic als Pakistan
Document and Record Control
· Training on ISO9001:2008 Quality Management System by Dr.Waseem Shehzad,Head of Quality Operations,  Cirin Pharmaceutic als Pakistan
Work Ethics                                                                           Year-2015-2016
· Training by Directorate of Islamabad, Pakistan.
IOSH and OSHA Act
· Nicon Institute Abbottabad
Certificates:

· Iosh

· Osha

· First Aid
Languages:
English, Urdu, Hindi
.
PERSONAL INFORMATION:
Date of Birth
:
Oct 09, 1990
Religion
:
Islam
Driving License
:
Valid Pakistani Driving License

Nationality
:
Pakistani
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