CoverLetter

DearSir/Madam,

[haveaparticularinterestinworkingforyourorganizationandwouldappreciatebeingconsidere
dasacandidateforemployment.

[havedoneMasterDegreeinEconomicsfromUniversityofPeshawar,oneofthemostreputableu
niversitiesofPakistan.

[havealmost8years’experiencewithdifferentNational&InternationalOrganizations.Further
more,lhaveworkedasaBankInterneewithNationalBankofPakistanfor8months.Myskillsetinc
lude;Administration,logistics,Finance,StoreKeeping,CustomerCare,Security,Documentati
on,Reviews,Updatesandmaintainsproperdatagatheringandfiling. Maintenanceofthefilingsy
stemensuringsafekeepingofconfidentialmaterials.lamMultilingualandcanspeakEnglish,Ur
du,HindiandPashto.lamhardworkinganddependablewithavarietyofskillsandcommonsense
.CurrentlyiamatDammamSaudiArabiaontransferablelgama.

Ihopeitwillbehelpfulinevaluatingmyqualificationsforapositionatyourorganization.Pleasefee
lfreetocontactmeatyourearliestconveniencetoarrangeforaninterview.

Thankyouforyourtimeandconsideration.

Sincerely,

AbuSaeedHaider
Cell:059-4071190
Email:abu.saeed@outlook.com
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FatherName:AliHaider
- Citizen:Pakistani
| _— Mobile:00966-594071190 Address:

~ S Statu_s:TransferabIquama Al-Khobar,Dammam,KSA
Email:abu.saeed@outlook.com

OBJECTIVE Toberesultoriented,innovativeandpursueachallengingcareerwithdedicationwhichutilizemyk
nowledgeandexperienceinaprofessionalenvironmentandcareergrowth.

PERSONAL Highlymotivatedwithlotsofdeterminationsforsuccessandtoachievedesiredgoal,disciplin

STRENGTHS etoworkandcapabletoworklonghourandhighlyflexibleandabletoadapttodifferentworkin
genvironment,lhavelearnedandmasteredthenatureofmyjob.lamkeentobetrainedtoprogr
ess,tolearnnewthings,givingmyloyalty, mycommitment,andtocontributeasmuchaspossi
bletotheorganizationsuccess.

DEGREE/CERTIFICATE INSTITUE /UNIVERSITY GRADE SESSION
EDUCATION
M.ScEconomics UniversityofPeshawar First 2009
irs
ComputerDiploma MasterMindInstituteCharsadda 2010
PROFESSIONALTR NameofTraining Institute/Organization Duration Venue
AININGS&CERTIFIC
ATECOURSES FINNISHREDCROSS 4DAYS TURKEY,ISTANBUL
PROTECTION
HANDICAPINTERNATIONAL 2DAYS PESHAWAR,PAKISTAN
STAFFSECURITYTRAININ
TOTALYEARS G IOM 6DAYS ISLAMABAD,PAKISTAN
OFEXPERIENCE
HavingSyearsofprofessionalexperience
WORKEXPERIEN
CE Organization RTGInternationalPakistan
Designation Admin&DocumentationOfficer
Duration 20thJan,2014to31stDec,2022
Description e EnsuresthatallEventManagementrequirementsarefulfilled.
e ResponsibletomakeHotelreservationsforalleventsaccordingt
@- herequirementoffocalpersonandavailabilityofbudget

e SuperviseandcoordinateallOfficeactivitiesrelatedtoeventman
agementandensuretimelydeliveryinthisregard

e Ensuresthatdailycheckof'buildingmaintenancechecklist",in
spectionofbuildingaccordingtoschedule,preparationofcheckl
istandensurethatworkhasbeendone

¢ Monitorthecleanlinessoftheofficeandsupervisethedutiesofth
ecleanersandtheofficeguards.

e Superviseandcoordinateallactivitiesrelatedtologistics,ensure
timelydeliveryinthisregard




Organization

Designation

Duration
Description

NORWEGIAN
REFUGEE COUNCIL

Organization

Designation

Duration
Description

PAKISTAN

Ensuresthatthevendorsaretimelyapproved /re-
evaluatedbypurchasecommitteeaccordingtotherequirement.
Makesurethatdisapprovedvendorsarestruckoutofapprovedv
endor’slist.
EnsuresthatthePurchaseordersaremadeaccordingtotherequi
rementsandproperhardandsoftcopiesaremaintainedforareco
rd.
Ensuresthatallsupportingdocumentsareavailableinordertop
rocessthebillsasrequiredbythequalitymanagementsystem.
Ensuresthatallinvoices/billsaretimelyprocessedhencereceivi
ngofBillsfromvendors,keeprecordsofbillsreceived,completeth
erequireddocuments,forwardtolnternalAuditorforpayments
Ensurethattimelyarrangementsaremadeforstafftravel,boardi
ng,andlodgingandfacilitatevisaacquisitionforofficialvisitsofst
affoutsidethecountry

NorwegianRefugeeCouncil(NRC)Pakistan

Admin&LogisticAssistant

28thApril,2012to17thJan,2014

Alldaytodayadministrativetasks
Purchasingandmaintainingallofficesupplies.
Responsibleforallbillingandmaintenancerelatedwork.
MaintainingtheproperworkingofGenerators.
Entertainingallofficialguestsinaprofessionalmanner.
Dataentryofgoodsreceipt(GRN)
ProperfilingismaintainedandupdatedintheM Sformatforallco
ncernsrelatedtoAdminDept.
Coordinatingwithallvendorsforprocurementofallofficerelated
things.
Provideofficesupportservicesinordertoensureefficiencyandeff
ectivenesswithintheoffice.

Centreofexcellenceforruraldevelopment(CERD)

DocumentationOfficer

13thJuly2010to26thApril2012

Collectupdateddatafromwarehousei.e.,commodityreceivinga
nddispatchinginformationfromtheDocumentationOfficer/As
sistantsondaily /weeklybasis.
*CollectdailyfooddistributiondataforeachDistributionPointsf
romtherelevantDocumentationOfficer /Assistants;compileth
emandsubmitthesametotheFoodSecurityAdvisorforhis/herr
eview.

*Keepupdatedallthekeypersonnelonday-to-
daydistributionplanactivities.
*PrepareWFPinvoicesandsubmitthesametotheFoodSecurity
AdvisorforverificationandsubmissiontoWFPinatimelymanne
r
*RepresentingCERDindifferentclustersofUNforcoordinationp
urpose.
*CoordinatewithM&EpersonnelregardingM&Eissuesasrequi
red.
*Performotherofficialdutiesasassignedbythesupervisorandb




ytheSeniorManagersoftheorganization

Organization NationalBankofPakistan
Designation CustomerRelationOfficer
Duration July2008toJune2009

Description
INTERNSHIP e customercare

e accountopening

e chequebookissuance
e ATMcardissuance
e statementofaccount
e ATMcontrol

e foreignexchange

e ShelterConstruction

e SchoolConstruction

e TubeWells

e WaterPumps

Natonal Bk o Pkitn

PROJECTSWORK
ED e ProficiencyinMSOffice.
e Operatingsystem,Windows98,XP,Window,7&Windowvista.
e InternetandEmailsystem.
e GoodListener
e GoodCommunicationSkills.
OTHERSKILLS e GoodInterpersonalSkills.
e Dedicated,hardworkingandaquicklearner
e CustomerCare
LANGUAGE WRITE SPEAK READ
English Excellent Excellent Excellent
Urdu Excellent Excellent Excellent
Hindi Excellent Excellent Excellent
Pashto Excellent Excellent Excellent
LANGUAGES

Referenceswillbeprovidedondemand.

REFERENCES




	CurriculumVitae

