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Personal


Date of Birth
February 13, 1977
Information

Marital Status

Married




Nationality


Pakistani





NIC #



34603-2342393-7





Religion


Islam

Objective
To use my skills and potential to assist an organization in achieving its goals which seeking long term career with optimum growth. This objective would be supported by my qualification, in addition to the Management, IT, Administration, Marketing and Coordination etc... Experience and multi-lingual command.
Education




· (MCS) Master of Computer Sciences from AL-KHAIR University AJK, Commissioner Road, Gujranwala Campus.

· (B.A) Bachelors of Arts from Govt. Jinnah Islamia College, Sialkot (University of the Punjab Lahore, Pakistan).

· (F.A) From Govt. Jinnah Islamia College, Sialkot (Board of Intermediate & Secondary Education, Gujranwala
· (Matric) With Science from Government Muslim High School, Sialkot, Board of Intermediate & Secondary Education, Gujranwala
Experience:-


1st November 2013 to 21 October 2019 worked at Askar Oil Services Pvt. Ltd As Sales & Development Manager

1. Appointed as Sales and Development Manager at Askar Oil Services Pvt. Ltd Lahore
Key Duties/Responsibilities as Project Secretary:
a. Handling Sales area of Sialkot, Gujranwala and Narowal. I have also a good record regarding Development of New petrol Pumps and conversion sites in all over the Punjab. Approximately 150 new sites developed of Askar1 Petroleum, Allied Petroleum, My Petroleum and Petro Oil Pvt. Ltd.

1stMarch 2012 to 25 October 2013 
Worked at Eden Developers (Pvt) Ltd Lahore 
As Planning and Development Officer, Lahore
1. Appointed as Planning & Development Officer at Eden Builders Pvt. Ltd Lahore

Key Duties/Responsibilities as Project Secretary:

a. Acquire land approximately 1000 Canal from landlords on low cast for the company.

b. Visits new sites for development of new societies in the Punjab region. 





26 July 2010 to 28 February 2012 (United Nations 




Development Programme (CPRSPD)

1 Appointed as Project Secretary in UNDP funded project entitled “Centre for Poverty Reduction and Social Development.
Key Duties/Responsibilities as Project Secretary:

a.
Manage supervisor's calendar, meetings and travel. Arrange appointments, some involving high-ranking officials. Prepare multimedia presentations and take notes at the meetings. Receive visitors, place and screen telephone calls.

b.
Take dictations on a variety of subject matters, type correspondence, documents and reports, some of which are highly confidential. Type reports for visiting missions.

c.
Receive and screen all incoming correspondence; log and route the same, attach necessary background information and maintain follow-up system. Screening of all incoming correspondence to signal urgency.

d.
Operate the telephone exchange and maintain telephone calls registers.

e.
Check outgoing correspondence for conformity with established procedures, protocol and accuracy before signatures by supervisor. Draft routine correspondence and ensure follow up.

f.
Maintain policy, confidential and general files in a manner allowing rapid retrieval. Ensure irretrievability of documents also kept by others. Maintain electronic files as well as papers.

g.
Select and make pertinent abstract and undertake searches for information on web sites, in library, in archives, etc. Prepare briefing material for supervisor.

h.
Perform liaison duties with other staff. Organize work and distribution of paper in/out flow within the office. 

i.
Prepares monthly visitor's list and post it on the Internet. Scan business cards and maintain card database. 

j.
Perform any other duties as directed by project management

k.
Extra duty assigned by NPM/NPD as assistance in admin affairs with Admin & Finance Assistant.

3rd July 2008 to 20 July 2010 (Shafqat Trust)  


Appointed as Program Assistant (An NGO which is working for deprived and needy women of society) located at 164, GG Block, Defense, Lahore.   

Key Duties-Responsibilities as Program Assistant:

a.
Coordinate meetings, including travel arrangements and expense reports.

b. 
Organize and participation in project related meetings.

c. 
Maintain Project Managers calendars.

d.
Prepare and or edit, minutes of the meeting, presentations and tables.

e. 
File all project documents (hard and soft copies)

f. Ensure the effective and flexible coordination and implementation 

of the project;

g. Act as the Permanent Secretary of the Steering Committee; 

h. Act as the Permanent Secretary of the Coordination Group; 

i. Supervise the procurement process, in particular the selection of 
consultants; 

j. In cooperation with the Counselor and the Principal Adviser, draft 
Terms of Reference for project subcomponents; 

k. Conduct contract negotiations;

l. Supervise the financial management and administration of the 
project. 

1st April 2007 to 30 April 2008 (United Nations Institute for Training and Research) UNITAR


Appointed as Project Coordinator (Strategic Approach to International Chemicals Management), SAICM Pakistan Environmental Protection Agency, Pak EPA, Ministry of Environment, Islamabad.

Duties and Responsibilities
a. Daily Correspondence with Main Project Office Geneva through electronic e-mail system.
b. To develop the Work plan and activities  
c. To make the progress report
d. Organize and arrangements the project workshops in all over the country
e. Handle all Secretariat, financial, Logistics etc.. matters with the assistance of National Project Coordinator.
f. Coordinate with National Coordinator of SAICM Project in every matter.
g. Together with the Counselor, prepare and submit quarterly project progress reports, on the basis of other Advisers´ monthly reports, to the Steering Committee; 

h. TORs for subcomponents of the project.

1 1st January 2004 to 31st March 2007 UNDP (United Nations Development Programme)


Admin/Data Entry Assistant (POPs Enabling Activity Project) Lahore, Islamabad



POPs Enabling Activity Project is a project of UNDP for the preparation of POPs National Implementation Plan under the Stockholm Convention. 



Information Technology

· To maintain the project IT equipments on daily basis.

· To editing, browsing, hardware, software, networking etc.

· To enter and compile all provinces data regarding project activities or Workplan in the electronic form.

· To maintain the hardware equipments 

· To introduce, installation and aware about the latest Information Technology software and hardware equipments to the staff and department.. 

Procurement and Administration

· Secretary of the Project Procurement Committee for the purchase of various Capital Items.
· Responsible for inviting Quotations from different vendors and preparation of Comparative Statement.
· Arranging meetings of the committee, getting approvals and issuing minutes of the meetings.
· After getting approval issuing Purchase Order and arrangement of payments to suppliers.
· Arranging various training workshops/seminars and all logistic arrangements.
· Maintaining leave records for project employees.
2 November 3, 2002- December 31, 2003
Norfolk Syndicate (A agency of Unilever Pakistan Limited) Supervisor of Sales Team, Administrator, Incharge of Computer Section


Norfolk Syndicate is a distribution agency of Unilever Pakistan Limited for the marketing and distribution of Uniliver Items in Pakistan. This agency was responsible was totally responsible of all Uniliver Products in Sialkot area.

· Recording all sales team activities

· Preparation of monthly, quarterly and daily base targets of the products for the agency and sales team in the electronic form.

· To look after the activities of the sales team . 

· Preparation of sales team incentives

· Preparation of shopkeeper’s incentive in different shapes. 

· To maintain and look after the IT department
· To repair or develop any software regarding products sale
· To remove the complaints of the outlets etc.
· To launch the new activities and products of the company in a different style. 
· To make new promotions for the outlets regarding products selling.
3 1 June 1996 to December 13, 1996 National Bank of Pakistan As IT Expert and Admin Assistant
4 6th Months experience in the National bank of Pakistan, Regional Head Quarters Sialkot in the IT and Administration Department.

5 January 5, 1997 to October 13, 2002 National Logistic Cell (NLC)


National Logistic Cell is a Transportation company of Pakistan Army and come on No. 1 in all over the Asia.

Responsibilities:

1 Daily Generate reports regarding movements and progress of NLC vehicles.

2 Arrange Daily Meetings schedule of Commander/ Colonel in the Computer Section through power point regarding integration of NLC daily progress.

3 To look after and maintenance of all the hardware equipments.

4 Editing, Trouble shooting, Software handling etc. 

Trainings
Participated in five days training on Gender Analysis and Project Preparation organized by PIDE (Pakistan Institute of Development Economics) and UNDP (United Nations Development Programme).

Seminars/ Workshops

- Conducted and attended two days training workshop relating to POPs organized by UNDP held at Margalla Hotel Islamabad on 17 & 18 March 2004.


- Conducted and attended two days training workshop relating to PCBs organized by UNDP held at Pearl Continental Hotel Lahore on 13 & 14 September 2004.

- Conducted and attended four days training workshop relating to the Inventorization of PCBs and Dioxin organized by UNDP held at Holiday Inn Lahore on 19, 20, 21 & 22 October 2004.





- Conducted and attended one-day awareness workshop on PCBs 




issues at WAPDA Auditorium WAPDA House Lahore on 21 March 



2005.

- Conducted and attended one-day workshop on POPs Inventorization process at Greens Hotel, Peshawar on 15 December 2005.

- Conducted and attended two days workshop on POPs Inventorization process at Pearl Continental Hotel, Lahore on 23-24 December 2005.

- Conducted and attended one-day workshop on Stockholm Convention and Priority Setting for National Action Plan at Pearl Continental Hotel, Lahore on 21 February 2006.

- Conducted and attended one-day workshop on Stockholm Convention and Priority Setting for National Action Plan at Karachi Sheraton Hotel, Karachi on 23 February 2006.

- Conducted and attended one-day workshop on Stockholm Convention and Priority Setting for National Action Plan at Quetta Serena Hotel, Quetta on 25 February 2006.

- Attended the Launching ceremony of Self Monitoring & Reporting Techniques Programme (SMART) introduced by Pakistan Environmental Protection Agency, Ministry of Environment Islamabad on 8 March 2006. 

- Attended one day Seminar on World Water Day organized by Pak EPA Ministry of Environment, UNICEF, UNDP & UNESCO on 22 March 2006 at Best Western Hotel Islamabad.

- Conducted and attended one-day workshop on Ratification of Stockholm Convention & Setting Priorities organized by Ministry of Environment, UNDP and UNITAR on 28 March 2006 at Islamabad Serena Hotel.

- Conducted and attended three days workshop on Action Plan Development training organized by Ministry of Environment, UNDP and UNITAR from 29-31 March 2006 at Marriott Hotel Islamabad.

- Conducted One-Day Consultative Workshop on POPs Action Plans for NWFP at Pearl Continental Hotel, Peshawar on 8th September 2006.

- Conducted One-Day Consultative Workshop on POPs Action Plans for Punjab at Pearl Continental Hotel, Lahore on 15th September 2006.

- Conducted One-Day Consultative Workshop on POPs Action Plans for Sindh at Sheraton Hotel, Karachi on 18th September 2006.

- Conducted One-Day Consultative Workshop on POPs Action Plans for Balochistan at Serena Hotel, Quetta on 20th September 2006.

- Conducted two days Inception Workshop on Implementation of UNITAR SAICM Project in Pakistan on 6-7 December 2006 at Margalla Hotel, Islamabad.

Computer Skills
Excellent computer skills to operate MS Windows 95-98, 2000, XP, Windows Professional 2000 and Windows XP, MS Office, including MS Word, MS Excel, MS PowerPoint and MS Access, Lotus 123 release 5, Word Perfect, dbase 111 plus, Internet & E-mail, browsing, editing etc. 

Languages





English, Urdu and Punjabi.

Projects and Reports


· “INVENTORY CONTROL SOFTWARE OF CLIMAX INDUSTRIES, GUJRANWALA” and convert system from FoxPro to visual FoxPro in the my MCS final project.ies.

· Internal and External Communication system of Lever Brothers Pakistan Limited.

Awards

Attained 3nd Prize in All Sialkot Govt. Colleges regarding Allama Iqbal Competition 1997

Hobbies and Interests
Playing Cricket, Watching TV, Watching Movies, Using Internet, Travelling and Reading Books.

Extra Activities
Member of Blessing Welfare organization, a foundation working with the different aims regarding social activities.

References


Available on request

