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OBJECTIVE:           
I am seeking for a job that will demonstrate my ability, My Major objective in life is to obtain a challenging position in an Institute that would utilize my experience, skills and provide me an opportunity for learning and professional advancement under a kind control.

PERSONAL INFORMATION       
· Date of Birth

:      02/Feb/1979
· Marital Status

:      Married 
· Nationality

:      Pakistani 
· Driving License 
:      Yes 
· Mobile Contact
:     +92-3139928457
A fast learner and can quickly understand and articulate new technologies and processes.

COMPUTER KNOWLEDGE        
Perfect & excellent knowledge of computer operating in Ms office, Word, Window, Excel, Power Point and Internet.
Note: Excellent operating knowledge of Axapta (MS Dynamics-ERP System).
EXPERIENCES  
· From Nov 2001 to March 2002. I worked as an Admin. Assistant / Customer Services Representative with Arabian Shield Trd. Est. Riyadh Saudi Arabia.
· From October 2002 up to September 2018, I worked with NAIZAK Global Engineering Systems a subsidiary of Al-Abdulkarim Holding Co. as Sales & Purchase Supervisor. Naizak is a leading and well known trading company through-out the Kingdom of Saudi Arabia and other GCC Countries.
· From (2016-2018) I worked as Logistics & Expediting Supervisor for the Riyadh Branch and arranging AIR and SEA Shipments including DHL, UPS, FedEx and other Couriers shipments from worldwide. Aside from this I have summarized below all the job activities I handled in this company. 
JOB RESPONSIBILITIES IN NAIZAK/AKH
1. Evaluate and Process RFQ’s, submission of quotations and thereafter follow up with customer of that quotations. 
2. Prepare and process paperwork (original purchase orders, internal sales orders).
3. Supervise and co-ordinate follow-up with tenders, pricing and delivery schedules etc. 
4. Perform validation on order and contract submission to ensure these are processed accurately in accordance with Company’s, Finance/Sales approval process and order approval process.
5. Order placement and co-ordination with Foreign Suppliers, Order Processing with Operations Department on order handling, movement of material and status etc. 
6. Work on special requirements with Branch Manager for (Saudi Electricity Co.) [SEC] major bids, orders and Blanket supply agreements and also for Contractor requirements on major projects and specific products with respective Product Managers and Sales Department. 
7. Co-ordinating with Senior Sales Team regarding customer’s requirements based on customer feedback and buying patterns, assisting in negotiation of purchases, special discounts & material availability for stock orders with International vendors. 
8. Processing advance & final payment for international vendors in accordance with finance / management approval.
9. Active member of order processing dept. and preparing mark up sheets, arranging sea/air/courier shipments from world-wide vendors and ensuring them to be delivered to customer in a smooth and within a committed delivery agreement. 
10. Active participation in both physical and information flows in the supply chain. 
11. Maintain files of active and closed orders and ensuring them in a proper record system.
12. Assisted the Sales Manager and Product Manager in the management and execution of business volume, worked on special pricing submission to customer.
13. Preparation of Sales Report and Invoices log sheet.
14. Follow up with warehouse for on time delivery of stock & non-stock materials. 
15. Follow up with courier companies to ensure timely delivery to our stores / customers. 
16. Generate and follow up of invoices for early payment with various customers.
17. Writing up accurate and grammatically correct sales correspondence with national and international vendors and customers. 
18. Contacting potential customers to arrange appointments & meeting in accordance with management conveneince. 
19. Speaking with customers using clear and professional language and resolving any sales/purchase related issues with customers, suppliers.
20. Completing the administrative needs of the Sales Department.

21. Making follow-up calls to confirm sales orders or delivery dates.

22. Responding to sales queries via phone, e-mail and in writing.

23. Generate Sales Order, Invoice, Delivery Notes in Axapta (MS Dynamics-ERP System).

24. Assist the Manager in official correspondence. 

Note: Strong ability to multi-task, prioritize and execute and to perform under pressure and stressful conditions.
From November 2019 till Date, I am working at CECOS University of IT & Emerging Sciences Peshawar as Admin Officer performing professional duties in their Administration Dept. / Record Office maintaining all student’s affairs issues, processing Transcript & Degree Forms and Student’s various types of Letters in BS Programs.
EDUCATION          
· Bachelor of Commerce (B. Com) Session 1999
University of Peshawar

Pakistan

· Diploma in Commerce (D. Com) Session 1997
     
Board of Technical Education Peshawar
         

Pakistan.

· Secondary School Certificate (SSC) Session 1995
Govt. Higher Secondary School Umarzai, Charsadda 
          
Pakistan.
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	Reading
	Writing
	Speaking

	
	EXCELENT
	GOOD
	EXCELENT
	GOOD
	EXCELENT
	GOOD

	English
	√
	
	√
	
	√
	

	Urdu
	√
	
	√
	
	√
	

	Pashtu (Mother Language)
	√
	
	√
	
	√
	

	Arabic
	√
	
	
	√
	
	√


CONTACT     
Mobile 
+92-3139928457 
E-mail 

fkhanm@gmail.com 
Reference
Can be furnished upon request.
