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                               CURRICULUM-VITAE               
Address:
Mohallah Bilal Park St # 18 H # 11 Kamonke.
   (   +92 301- 0000000 
    E-mail:  yourmail@jobz.pk
Your Name
	Career Objective:
	To achieve professional excellence and a career oriented job in a professional environment that offers utilization of my knowledge and managerial skills to explore my creative propensity and provides growth opportunities.

	Experience:


	· FGS Incharge

· OK Flour and General Mills Kamoke.
· Store Assistant ( RMS)
· Master Group Of Industries
      M/S. Z&J Hygienic Products (Pvt) Ltd.Kamoke.

      (Manufacturer Of Baby Diaper and lady care pad)
From: 04-12-2008 To 09-06-2011
        Job Description:-
· Working in a Baby Diaper & sanitary napkin plant having capacity of 1.28 billion pieces per month.

· Controlling stores of all kind of raw materials, packing materials & mechanical stores located in mills premises & Sunder.

· Monitoring consignments of materials receiving through import & also from local suppliers. 

· Planning of offloading & stacking of materials by using FIFO method.

· Working of inventory levels & maintains stock by using percentages of production plans.

· Working of production plans & also working of MOs accordingly.

· Monitoring daily, weekly, fortnightly & monthly consumption of raw materials packing materials & spare parts.

· Monitoring daily demands, issuance & receipt of Mechanical store, Raw & Packing. 

· Working of daily production reconciliations.

· Working of raw material movement from sunder warehouse to Mills (Kamoke)

· Developed and implemented automated journal entry systems by using excel.

· Reconciliation reports of raw materials, packing materials & general items on weekly, fortnightly & monthly basis.

· Working of new set up of warehouse & Finalization of documentation & flows.

· Controlling expenses of warehouse Sunder by checking & monitoring monthly expense reports.

· Controlling operations of mechanical store as below listed.

A. Working of chart of inventory

B. Finalizing of cost canters
C. Defined department & sections

D. Coding structure

E. Implementation of ERP System.

F. Implementation of FIFO Method.

G. Stock taking of store minimum 02 times in a month.

H. Controlling inventory with consolidated stock report.

I. Consumption & reconciliation reports on periodic bases.

· Coordination with seniors & subordinators for sooth continuity of operations.
· Prepare Goods Receiving Note.
· Maintained the receiving log.
· Filing of documents.
· Make sure the entry of receipt items on relevant Bin cards.
· On receiving of production plan by Finance department Store Assistant will arrange the raw & packing material from packing & raw material warehouse.

· Physical issuance & receipt of items on FIFO method and material issue on the basis of Manufacturing Order.

· On Brand, variant & size change will make sure W.I.P of raw & packing material.

· Counting & material returning by Material Return Note.
· Prepare daily raw material stock report.
· Prepare daily packing material stock report.
· Prepare Daily Consumption Report. .

· Make the LC No & date on each pallet or bulk pack unit on arrival of every consignment.
· Issuance of material while mentioning the LC No & Pallet# reference on issue note.
· Design the material flow chart for warehouse.
· Keep the warehouse neat & clean.
· Prepare the outward gate pass

· Prepare over time sheet  

	Qualifications:
	2007~2009
B.com (I.T) 
The Farabi College of Commerce Sheikhupura (Punjab University).

	
	2005~2007                    
F.A (Humanities) BISE Gujranwala 

	
	2003~2005                    
Metric (Computer Science)
Govt. High School No.2 Kamoke (BISE Gujranwala).  

	Computer Skills:
	Comprehensive knowledge of Computer application

· Microsoft Office.
· In page 

· Windows XP.

· Internet and E-Mail Handling 

	Personal   

Bio-data:


	NATIONAL IDENTITY CARD NUMBER
·      38102-9128945-1
DATE OF BIRTH.
· 06th Dec 1987
RELIGION 

· Islam
NATIONALITY

· Pakistani
MARITAL STATUS
· Single

	Profile:
	· Excellent communication, multi-tasking, technical, problems solving & leadership skill.

· Dedicated, innovative and self-motivated team player Good in Interpersonal Relations.

· Confident.

· Initiative and Result Oriented

· Experience in annual and monthly internal & external audits & as well attentiveness of inventory levels and methods.

· Facilitate a team approach to achieve organizational objectives, increase productivity and enhance employee moral.

· Ability to handle challenges with proven history of increased productivity.

· Committed to implementing quality improvement techniques.

· Excellent presentation & negotiation skill.

	Practical Achievements:
	· Completion of Education while working since B.Com. 

	Hobbies:
	· Cricket
· Net-Surfing. 

· Computer Games.

	References:
	· Will be furnished upon demand.
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