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Raja 
Raja.383129@2freemail.com 
Dubai, U.A.E. 

Objective: 
Obtain a position in a company where I can implement my innovative knowledge, strong intellectual skills and data to find actionable solutions. 
Nationality:


Pakistani
Marital Status: 


Married
Visa Status:


Employment Visa 
Working Experience:
· Warehouse/ Logistics Incharge/ Inventory controller 
(Sep 22, 2013 – June 30, 2018) 
At Newsmart Office Automation LLC., Dubai, UAE. 

Job Description:

· Receiving and inspecting all incoming materials and reconciling the same with purchase orders. 

· Shipping all sales delivery on date against approved sales orders. 

· Make the schedule for deliveries with respect to driver’s route.

· Make the necessary documents for deliveries in free zone areas (goods entry pass, driver & helper gate pass & packing list etc). Also coordinate with customers for proper documents. 

· Ensuring without fail all inventory transactions are posted to finance on daily basis. 

· Systematically maintaining the receiving and shipped documents such as GRN with approved purchase order, sales invoice with approved sales order and transfer request with transfer document. 
· Ensuring the accuracy of physical and database system stock on monthly basis. 

· Ensuring systematic filing of all stores transaction and orderly maintaining the stock bins.

· Maintaining records and monitoring of machines placed for demo. 
· Ensuring regular movement of stock is reported to finance/marketing department to maintain optimum stock level.
·  Coordinating with customers for delivery/ vendors for receiving to enable smooth flow of all inventory transactions.

· Deal with walk in customers to collect items from stores. 

· Continuously develop modern warehouse procedures, including materials of proper and orderly storage and issuance of materials, requisitions, purchase orders, invoices, packing slips, bills of lading etc.
· Handle the petty cash for store and logistics expenses (such as labor, vehicle fuel and maintenance).
· Collects the payments of sales which are on cash and CDC payment terms, makes the detail in excel and send collection to accounts department.
 
· Sales Representative 




(Nov 10, 2012 – Aug 15, 2013) 
At Nestle Pakistan Ltd., Multan, Pakistan. 

Job Description:

· Booking the order from the assigned retailers. 
· Providing retailers with current relevant information about the products. 
· Clearing the claimed and expired products provided by the retailers. 

· Checking the displays of the products on different stores. 

· Preparation of productivity and target achievement sheets. 

· Providing quality service, follows up with distributors in a timely manner and attempts to add on to the sale.

· Participating in and attending all merchandising activities of the products. 

· Participating in and attending all company meetings and other related functions.

· Representing a positive attitude toward the retailers, the brand and the company.

· Participating in all assigned tasks and accomplishing them too.  
· Assuming and completes other duties as assigned by company.
· Warehouse Assistant 




(Oct 14, 2010 – Oct 18, 2012) 
At Azgard Nine Ltd., Lahore, Pakistan. 

Job Description:

· Job order costing.  
· Clearing the bill of entry on time. 
· Left over details and their costing. 
· Putting every entry on ERP system. 
· Conducting the monthly internal audit in store. 
· Create in-house inventory system. 
Personal Attributes:

· Creative, Analytical, Fast learner, Self-motivated, Initiative Taker, Able to work independent and Result Oriented. 
· Good Communication & interpersonal skills, phone manner & office etiquette. 

· Ability to communicate effectively and efficiently with all levels of management.

· At ease in high stress environment requiring superior ability to effectively handle multi-task levels of responsibility.
Professional Qualification: 
· Master’s in Business Administration
Superior University, Lahore, Pakistan. 



(2009-2011) 
Educational Career:

· Bachelors     (B.Sc.) 

Bahauddin Zakriya University, Multan, Pakistan.
 



(Statistics, Mathematics, Economics)
· Intermediate (F.Sc.)  

Board of Intermediate & Secondary Education, 

Multan, Pakistan. 

(Physics, Chemistry, mathematics)
· Matriculation (S.S.C.) 

Federal Board of Intermediate & Secondary Education, 

Islamabad, Pakistan. 

Science group (physics, chemistry, mathematics, biology) 
Computer & Internet Skills:

· Excellent in Microsoft Office Applications i.e., (MS Word, MS Excel, MS Power Point), ERP (Microsoft dynamic GP). 
· Extensive experience in Windows environment and Internet (E-mail, Browsing) 
· Thorough knowledge of computer Hardware & Software. 
Reference: 


Will be furnished on demand. 
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