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Irfan.38931@2freemail.com 

Administration, Procurement & Insurance Claim Professional

Highly competent management professional offering 21+ years of outstanding work experience within distinguished organizations. Handled lead roles in overall administrative operations with proven expertise in logistics management encompassing procurement and supply chain operations. Consistently demonstrated ability in managing and coordinating various duties effectively, remarkable skill in working under pressure, and drive in attaining desirable objectives set by management. Holds outstanding skills in delivering best service as per company’s standards, achieving set benchmarks, building strategic proposals and streamlining operations. Achieved team leader position on the basis of dedicated work approach and zest in motivating team to become an independent top-performing unit with focused on achieving or even surpassing company goals. Possess excellent analytical, problem solving, organization, coordination, communication and interpersonal skills.

STRENGTHS

_ MBA Qualified Administration Manager _ Competency in Procurement & Supply Chain

_ Operational Management & Public Relation Abilities _ Record Keeping & Reporting Skills

_ Team Supervision & Leadership Skills _ High Level Analysis & Solutions Implementation

_ Motivation & Relationship Building Capabilities _ Organizational Development - Change Initiatives

_ High Commitment to Service Excellence _ Dynamic, Proactive, Performance-driven

QUALIFICATIONS
MBA in Management Information System-MIS (with scholarship), Hamdard University

M. Sc - Bio Chemistry & Molecular Biology, Quaid-e-Azam University

ACHIEVEMENTS

_ Successfully achieved performance parameters as well as organizational goals and objectives.

_ Constantly receiving performance bonuses from Mybank and JS Bank Limited.

_ Gained second and third positions in Sixth and Advance Level of ELP in PACC.

_ Significantly delivered key contribution towards organization’s growth, organized various activities and

   established new improvements.

_ Displayed strong managerial skills in planning, managing, coordinating and motivating subordinates.

   Consistently exhibited resourcefulness and initiative in supporting employee needs and developed a             sense of emotional affiliation in the minds of employees.

EXPERIENCE SNAPSHOT

Senior Manager, Leading Company                                                               2011 - Present

Administration Manager, JS Bank Limited                                               2008 - 2011

Administration Head (Officer Grade-I), mybank Limited                           2005 - 2008

Admin /Accounts Officer, Dawood Lawrencepur Ltd. Dilon Mill               1998 - 2005

Product Development Assistant, SABIC, KSA                                       1997 - 1998

Assistant to Product Manager, Dewan Salman Fibre Limited                  1992 - 1997

Research Assistant/ Project Proposal Officer, SEBCON Pvt Limited      1991 – 1992

AREAS OF EXPERTISE

Administration Management

• Manage and oversee entire departmental administrative operations of the organization.

• Act as point of contact on personnel administration and public relations matters; ensure smooth functioning of department in handling day-to-day transactions.

• Prepare relevant documents: business correspondence, memorandum, appointments, etc.

• Review documents, records and forms for accuracy, completeness and conformance to applicable rules.

• Maintain confidentiality in all official company correspondence, inquiries, contracts and other legal documents.

• Evaluate each employee performance and check adherence to set rules, policies-standard procedures    in performing individual duties and responsibilities. Oversee recruitment of new staffs including training

• Prepare reports regarding accomplishments for the day and forward the same to management.

• Coordinate and work cooperatively with government departments, police authorities, labor and ministries; complete formalities related to trade license, visa, health card, immigration and municipality.

Procurement & Assets Insurance Functions

• Prepare purchase orders and send copies to suppliers and to departments originating requests.

• Determine if inventory quantities are sufficient for needs, ordering more resources when necessary.

• Respond to customer and supplier inquiries about order status, changes, or cancellations.

• Perform buying duties when necessary.

• Contact suppliers in order to schedule or expedite deliveries and to resolve shortages, missed or late deliveries, and other problems.

• Review requisition orders in order to verify accuracy, terminology, and specifications.

• Prepare, maintain, and review purchasing files, reports and price.

• Compare prices, specifications, and delivery dates in order to determine the best bid among potential    suppliers.

• Track the status of requisitions, contracts, and orders.

• Calculate costs of orders, and charge or forward invoices to appropriate accounts.

• Check new insurance policies, modifications to existing policies, and claims forms. Ensure information from policyholders to verify the accuracy and completeness of information on claims forms, applications and related documents, and company records

• Update existing policies and company records to reflect changes requested by policyholders and insurance company representatives.

• Review insurance policy to determine coverage. Transmit claims for payment or further investigation.

• Maintenance Insurance Portfolio and handling of Insurance claims.

PROVEN JOB ROLE

Senior Manager, Leading Company
• Managed all financial and legal functions of the company.

• Hands on in development and financing of infrastructure and industrial projects in the UAE.

• Active team member of AVA Project Development and work with projects for financial closure and development.

Projects with financial closure and under development:

_ Garisa Power Generation Project, Garisa, Kenya – 40 MW Combined Cycle

_ Al Ula Temporary Power Project, Al Ula, Saudi Arabia – 14 MW Simple Cycle

_ Gold Mining Concession in Ghana on 104 Acres for Alluvial and Rock Mining

_ Licensing of a new full service Bank in Accra, Ghana

_ Purchasing of raw material from Ghana for supply to Gold Refineries in Saudi Arabia

Administration Manager, JS Bank Limited

• Managed entire gamut of Administration of all branches and ensured all controls are in place with legal    and official correspondence proper filing procedures.

• Monitored and checked insurance policies with proper documentation, renewals correspondence and claims.

• Handled centralized printing and distribution of stationary including security stationary.

• Managed and supervised security safety measures on pan Pakistan basis covering 103 branches.

• Carry out procurement of equipments and supplies. Responsible in the repairs and maintenance of furniture/fixtures and equipments. Implemented and supervised Emergency response plan and business continuity plan.

• Performed authorization of accounts books at Head office and other branches.

• Monitored and checked dispatch, mailing, communication management. Checked all kind of outsource services contracts/ agreements and other documents.

• Supervised new branches development projects which includes all civil works construction and building new branches, flooring all types of ceiling, masonry, wall all types of paints, kitchen, material balancing with cost and effectiveness as per bank and architect.

Administration Head (Officer Grade-I), Mybank Limited

• Supervised 25 staff and report directly to president, CEO, member/secretary of expense and purchase committee for all incurring bank 78 branches. Provided market analysis for the purchasing of bank assets.

• Presented database to board of directors for purchases and expenses in Excel sheet with filing of all approvals.

• Managed Bank, for premises, equipments, internal and external security in 60 branches includes Head office.

• Streamlining procurement of Bank assets, qualifying/approving suppliers/vendors and handles the process accordingly with laid down procedures.

• Responsible in filing of vehicle insurance policies: follow-up of additions, deletions and renewals.

• In charged to control petty cash, office rentals, utility services and follow up as well as manage all taxes (excl.income tax), licenses, maintenance contracts.

• Supervised and handled all company activities which includes printing of all Bank stationary items including Security Stationary, air travel/hotel arrangement, registration, filing, recording system of correspondence /documents and other administrative process of construction/renovation of new and existing branches.

• Served as coordinator for advertising activities and management as well as allocation of support staff.

• Handled all requests for publication and recommends for approval. Authorized Signatory for interbank advices.Accounts/Admin Officer, Dawood Lawrencepur Ltd. Dilon Mill

• Effectively handled personnel, administrative documentations, reports and activities.

• Responsible in reconciliation of vendor’s accounts, payments, adjustment of advances, receivable, cash

disbursements, preparation of payroll/ wages and all government related activities.

Product Development Assistant, SABIC, KSA

• Support the execution of all product and development activities required to deliver for manufacturing ready products in line with innovation goals.

Assistant to Product Manager, Dewan Salman Fibre Limited

• Oversee trend and product line direction with the ability to create a focused brand concept.

• Responsible to monitored, merchandise, purchased and reviewed all products to ensure good quality and designs and target cost is achieved.

Research Assistant/ Project Proposal Officer, SEBCON Pvt Limited

• Planned, implemented and coordinated various projects such as consumer goods which part of Business Research Methodology for social and economic development of rural areas.

PROFESSIONAL DEVELOPMENT

• Seminar with regards to Job-Hunting, Transaction Analysis, Negotiation Skills and Current Ratio Analysis

• Islamic Banking & Finance Course - Centre of Islamic Economics.

• Attended Dawn Asia Finance Conference 2006 entitled Asian Banking: A Paradigm Shift

• Computer Orientation Course - PIA Training Centre Karachi

• Diploma in English Language Program - Pakistan American Cultural Centre Karachi.

IT SKILLS MS Office Suite (Word, PowerPoint, Excel & Access), E-mail & Internet Applications

PERSONAL DETAILS

Nationality: Pakistani Date of Birth: 7th January 1967 Marital Status: Married

Visa Status: Residence Visa Driving License: UAE Languages: English, Urdu & Hindi
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