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Zahoor.344371@2freemail.com
ZAHOOR

	Objective


Mature and capable Postgraduate (MBA), computer literate with good interpersonal skills, seeking work experience in the field of Sales & Marketing, Human resource, Administration and Accounts. Desiring a prosperous future to work with in extreme organization  with full enthusiasm, hard work and previous experience.
	Personal Information


Origin :


Pakistan
Country Stay In:

UAE Dubai 

Status:
                             Married

	Experience

	2011 - 2014            3 Years            Pakistan Stone Development Corporation (PASDEC) Risalpur
Deputy Management Associate
· Maintenance of vehicles & Inventory at Machinery Pool Risalpur  

· Record keeping of Inventory moving to different Projects

· Assisted Manager Project to hire new quarries, also leasing and developing existing quarries. 
· Looked in Security Matters, Staff and labor accommodation, Health and safety issues.
· Liaison with government offices regarding new leasing and hiring of quarries.   
· Assisted to Management Associate & Manager Project Machinery Pool Risalpur

· Looked in the work in process of Marble City Risalpur 

2003 – 2007            4 years             Manama Textile Mills W.L.L.      Manama – Kingdom of Bahrain

HR & Admin Officer
· Maintenance of vehicles (a fleet comprising of 30 vehicles)  

· Management of pick and drop of staff 

· Management of Staff and labor accommodation

· Payroll preparation  

· Security Matters, (Managed the security of Mills premises and labor accommodation  )
· Assisted to Group Manager HR & Admin in recruitment and implementation of manpower budget 

· Government ministries related jobs 

· Have worked on implementation of S.A 8000 standards i.e. child labour, forced labour our, discrimination, health& Safety etc.

· Management of buyer specific audits and ISO audits.

	
	

	Internships
	Oct-1999 – Dec-1999      03 months           National Bank of Pakistan       Sargodha
Practical Training (after B.com)

Token and its procedures, Filling of cheques (Post dated, Over-writing, and procedure of its authentication), Ledger Balancing, Prepare of Transfer Sheets, Balancing of Cash Receipts and Payment Sheets.

1999 – 2000                    06 months             Sargodha Textile Mills             Sargodha

Trainee Accountant (during study AAT)

· Journals & Voucher Posting 

· Maintenance of sale/purchases accounts

· Bank dealing

 

	Education
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	1996 – 1999                               AIOU                                 Islamabad 

· B.Com, Bachelor of commerce

· A.A.T, Association of Accounting Technician    PIPFA                    Lahore
 MBA (Marketing)(Degree to be obtained final thesis pending)  Logix College Sargodha through 
Virtual University of Pakistan
Marketing is typically seen as the task of creating, promoting and delivering goods and services from producers to consumers.
Marketing now is:

“Right product for the Right people at the Right time at the Right place at a Right price with Right services”.


	Computer Skills
	Diploma in M.S Office (Word, Excel, Power Point, internet) and can operate in page 

Reasonable keyboard word processing skills.

	Extra Curricular Activities
	Playing cricket, volleyball, internet and music.




 Will provided on request.
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