

	AREAS OF EXPERTISE:
· Warehouse management

· Sales and Marketing Coordination
· Sales and Accounts Data Entry 
PERSONAL SKILLS:

· Decisiveness 

· Integrity

PERSONAL DETAILS:

· HOUSE # 9 STREET # 1 SADAQAT PARK NEAR KHARAK MULTAN ROAD LAHORE

· Mobile # : 0301-3667247
· Email: innocent.adeel42@gmail.com
· D.O.B: 03-08-1998
· Nationality: Pakistan


	PERSONAL SUMMARY
Ordering and ensuring the delivery of goods to customers. Supporting the field sales team. Ensuring that staff uniforms and personal appearance are always clean and professional. Carrying out administrative tasks such as data input, completing paper work and filing documents. Having proven the coordination skills, with the ability to manage performance and motivate staff on an individual and team level.
WORK EXPERIENCE
· Assistant Manager (Accounts and Finance) 

               [March-2016 To January 2019]

             Haq Poultry Protein 

· Sales Data Entry Officer
[February-2019 To May 2019] 
· Sales and Marketing Coordinator 

[June-2019 To Till Date.]
[image: image1.emf]  Jawa Pharmaceuticals (Medicine Manufacturing Industry)

Duties:

· Take Daily/weekly updates from Sales Teams on distributors stock levels to achieve sales targets.
· Coordinates with all ZSMs and note/collect orders.
· Calls and follows up all customers for payments and update.
· Maintains files of retained cheques of customers.
· Prepares orders with proper Quantities, Rates and approval according to aging and other information.
· Prepare invoices and delivered to customers.
· Handles customer’s complaints regarding their stock dispatching, invoice & discount differences etc.
· Coordinate for the sale of non-focused products to increase sale of non (running products)
· Make sure the payment of all distributors well in time.
· Make targets and follow up to achieve targets every month.
· Finished goods Stock tacking ending of every month.
· Prepare the report all the items in stock at Finished Good Store.
· Maintain the files of invoices at the end of every month.
 Key skills and competencies:
· Proven ability to lead, motivate and build successful teams.
· Understand all legal, regulatory, information security and compliance requirements.

· Proven influencer & negotiator.

· Team leading & people development skills 

· Able to manage and develop a diverse group of highly skilled people.

· A pragmatic approach to getting the required results.

ACADEMIC QUALIFICATION:
· B.Com Punjab University Lahore 2018
· I.Com  Govt. College of Science Wahdat Road Lahore 2016
· Matriculation  Lahore Board 2014
PROFESSIONAL QUALIFICATION:

· Certifcate of Advance Excel.
Accountech Training and Solutions at Lahore
·  Certifcate of SAP Business One.
Accountech Training and Solutions at Lahore  
COMPUTER QUALIFICATION:

· Introduction to computer science and basic language.
· Data Analytics. SAS
· Understanding internet
· MS  Excel & Word
· Digital Marketing



Muhammad Adeel























