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	PROFILE SYNOPSIS 

	An accomplished and performance-driven professional offering more than 20 years comprehensive leadership background, credited with about 11 years of UAE based experience as a Branch Manager, and public relation officer (PRO. 

11+ years UAE experienced professional with all round expertise in handling complete business operations, procurement, office administration and public relations government liaison work. Capability to deliver results by dealing with suppliers, customers and liaison with management. Worked with multinational companies as Operations and Business Management Supervisor. Holding UAE Driving and available to join with immediate effect for new work assignment. 
 

	STRENGTHS & SKILLS

	

	· Business Administration Skills 
· 11 Years UAE Work Experience
· Holding UAE Driving License
· Computer Proficiency Skills
· Available with immediate effect
	· Operations Management Skills 

· Purchase Management Skills
· Human Resource Management

· Public Relations Skills

· Government Work Liaison Skills



	EDUCATIONAL QUALIFICATION

	· Master's Degree in Business Administration, AIOU, Islamabad, Pakistan
· Bachelor's Degree in Commerce, Punjab University, Lahore, Pakistan


	CAREER SNAPSHOT



BRANCH MANAGER / PUBLIC RELATION OFFICER / ADMINISTRATOR
SEOBON CONSTRUCTION COMPANY LTD, Abu Dhabi, UAE                                


 2011-2022
SALES TAX MANAGER

MASOOD TEXTILE MILLS LTD FAISALABAD, PAKISTAN


                                                  2002-2011
	
AREAS OF EXPERTISE

Administration 
· Perform planning and coordination of administrative procedures and systems.
· Organize smooth and adequate flow of information within the company to facilitate other business operations.
· Manage schedules and deadlines developing measures to optimize the processes.
· Recruit and train personnel and allocate responsibilities and office space.
· Supervise staff performance helping subordinates with coaching and guidance to ensure their maximum efficiency.
· Manage inventory of office supplies and organize purchasing of new material.
· Monitor costs and expenses to assist in budget preparation.
· Organize facilities services maintenance activities and tradespersons (e.g. electricians).
· Review operations ensuring their compliance with policies and regulations..
Purhcase Management
· Responsible for developing and executing purchasing strategies, tracking metrics to reduce expenses, negotiating deals, and managing vendors.

· Develop purchasing strategies and oversee the purchasing team in their daily activities of sourcing suppliers and purchasing products, equipment, and services.

· Developed and implemented purchasing strategies.

· Managed daily purchasing activities, supervising staff, and allocating tasks.

· Managed supplier relations and negotiating contracts, prices, timelines, etc.

· Maintained the supplier database, purchase records, and related documentation.

· Coordinated with inventory control to determine and manage inventory needs.

· Managed the maintenance of office/manufacturing equipment and machinery.

· Ensured that all procured items met the required quality standards and specifications.

· Prepared cost estimates and managed budgets.

· Worked to improve purchasing systems and processes.

· Trained new employees in the purchasing process and how to use the purchasing system.




Human Resource – Public Relations Management

· Public Relations Government Liaison and visa immigration complete coordination.

· Manage employer wage calculations, salary calculations and pay outs.

· Handle labour disputes in MOHRE Labour Court. 

· Arrange staff accommodation, airline tickets and travel arrangement. 

· Company Vehicle Maintenance, Drive In Out Logs and Drivers.
	IT SKILLS


Proficient in MS Office application (Word, Excel, Power Point, Internet & Email Application)
Proficiency in Microsoft Office and Purchasing software
	PERSONAL DETAILS




Nationality

: Pakistan
Date of Birth

: 21 April 1979
Marital Status

: Married


Visa Status

: Employment Visa

Languages

: English, Urdu & Arabic
Driving License

: UAE Light Vehicle
	REFERENCE
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