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	 Date of birth 13/08/1977 | Nationality Pakistani


	personal statement
	Hard working and versatile individual with proven organizational skills and thorough knowledge of corporate policies and procedures. With the experience in handling a wide range of administrative, Office management, Executive support, Customer services and Retail operations.


	WORK EXPERIENCE
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	Feb 2022 till date  
	Admin Officer

	
	Yellow Stones Pvt Ltd

	
	· Onsite General Administration

· Procurement,  Market Survey
· Account handling, Asset Management,  Site Inventory
· Staff management, Hiring, Staff attendance, leaves &  Payroll

· Vendor Management


	Aug 2020 to Sept 2021  
	Floor Manager

	
	Save Mart Pvt Ltd.

	
	· Store & Warehouse management
· Stocks and Inventory Management, Vendor Management, Merchandising
· General Administration, Procurement and office supplies
· Customer services and complaint handling

· Staff management, Hiring and on job training, Staff attendance, leaves &  Payroll

· GRN’s & FIFO


	Dec 2017 to April 2020  
	Store Manager

	
	City Supermarket Pvt Ltd.

	
	· Store & Warehouse management
· General Administration, Procurement and office supplies, vendor management
· P&L, Financial reports, Petty cash & Branch expenses, Inventory & Stock Management
· Customer services and complaint handling

· Staff management, Hiring and on job training,  Staff attendance, leaves &Payroll

· New schemes, Merchandising tools and promotions

· GRN’S & FIFO


	Feb 2010 to Nov 2017
	Assistant Store Manager

	
	City Supermarket Pvt Ltd. 

	
	· Assist Store Manager in store operations

· Store/Warehouse management, GRN & FIFO
· General Administration, Procurement and office supplies, vendor management

· P&L, Financial reports, Petty cash & Branch expenses, Inventory & Stock Management
· Customer services and complaint handling

· Staff management, Hiring and on job training,  Staff attendance, leaves &Payroll

· New schemes, Merchandising tools and promotions

· GRN’S & FIFO




	July 2008 to Dec 2009 
	Office Support Officer

	
	Clary Business Machines Co. 

	
	· Order tracking, Generate sales orders, Orders confirmation  to vendor
· Inventory, Petty cash and office expenses

· General administration & Office supplies


	Aug 2006 to Jun 2008  
	Sales Officer

	
	Fedglobe Pvt Ltd.

	
	· Sales team leader
· Target assignment & achieving and distribution plans

· Distributor ‘s performance evaluation, competitors and market survey

· Search new sales point

· Team management


	Sept 2001 to Jun 2006
	Sales Promotion Officer

	
	Amros Pharmaceuticals.

	
	· Visit clinics and hospitals to introduce company products
· Market follow up

· Generate prescriptions from doctors


	EDUCATION AND TRAINING
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	Sept 1996 to Sept 1998
	Bachelors
	

	
	 Government College Asghar Mall Rawalpindi, Pakistan

	
	· Economics , Education

	Sept 1993 to Sept 1995
	Intermediate (HSSC)
	

	
	 Government College Asghar Mall Rawalpindi, Pakistan

	
	· Economics , Education

	Apr1988 to Jun 1993
	Matriculation (SSC)
	

	
	 F. G Boys High School Wesstridge 1 Rawalpindi, Pakistan

	
	· Physics, Chemistry, Biology


	PERSONAL SKILLS
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      Languages

English, Urdu, Punjabi
	Organisational / managerial skills
	Interpersonal, Communication and motivation, Problem solving and decision making, Mentoring, Multi-tasking flexibility and adaptability.


	Job-related skills
	Retail, General administration, Procurement, Office supplies, Petty Cash, Customer Services


	Other skills
	Ms Office, Outlook, ERP Navision & E-automate ,Printer, Scanner, Fax 

	ADDITIONAL INFORMATION
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	                                         Courses

References


	Post Graduate Diploma in (IT)(2 semesters) from RCST Rawalpindi in 2001
· Muhammad Aamir |  Sales Manager  |   Novonordisk Pharma   | 0332-3010035   maxi@novonordisk.com
· Nazir Ahmad    | Manager Admin & Accounts  | Save Mart Pvt Ltd  | 0333-5254134  nazirahmed12345@gmail.com
· Qalab-e-Abbas Naqvi  | Section Officer FOH  |  Imtiaz Super market  |  0334-5536930  qalababbas187@gmail.com
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