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QAISER KHALIL
Current Residence: 

Riyadh – Saudi Arabia

Visa Status – Work Visa

Iqama Status: Transferable
Joining:  IMMEDIATELY

Iqama Validity:  04-07-1443
Cell: +966568461998

Email:  qkhalil73@gmail.com
Driving Licence: Saudi Arabia / GCC

SUMMARY:

Worked in well renowned multinational companies in different fields (Office Administration, HR, Project Supervision, ,Procurement, Logistics, Corporate Customer Services
ACADEMICS:
Bachelor of Science (B.Sc)  [Physics, Chemistry & Mathematics] in 1981

EMPLOYMENT HISTORY:
March 1, 2012 to July 3, 2021: KAS Investment Co., Riyadh – Saudi Arabia

Job Description: Procurement / Logistic Manager 
Being Head of Purchasing Department responsible for purchasing of books from International Markets (UK, USA, Germany).  Monitoring timely shipment clearance through agent from Airports. Handling purchase  orders from all customers (KSA Universities / Research Centres) and arrange timely delivery

Returning excess stock to the concerned publishers within expiring time period.  Negotiations of discount rates / credit limits with the sellers.  Training, motivation and retention of staff.

September 1, 2006 to March 12, 2011:   MCB Bank Limited, Lahore

Worked as Head of Cash Management Operations (North), Supervise all operational activities of collection of customer’s funds through 350 Network of MCB branches.  Preparation of monthly, quarterly reports.  Training, of 35/40 subordinate staff members working in the department.  Monitored all department task and ensure error free activities within targeted time.
.
February 1, 2006 to August 2006:   SME Bank Ltd., Main Boulevard Branch, Lahore

Job Description:   Manager Operations

Responsible for all branch operations related matters and get resolve all issues  timely.  Ensure minimum satisfactory ratings in all Internal / External Audits.

· Mar 1996 to April 2005: Royal Bank of Scotland (Formerly ABN AMRO Bank Cavalry Ground Branch, Lahore) 
Job Description: Manager Operations 

Responsible for all banking operations related activities 

To manage & supervise setting up of Islamabad new branch.

· To deal all matters of new branch starting from lease deed, renovation/furnishing, supervision of contractors and dealing with government agencies for utilities etc.

· To initialise & streamline preliminary procedures & policies of the branch as Admin Manager. To manage and authorise expense payments related to newly established branch.

· Responsible for managing entire branch / procurement procedures as admin head.

1990 -1996: 
Lahore University of Management Sciences [LUMS], Lahore.  
Job Description: Administration Officer

Supporting GM in all admin related issues, logistics arrangements of all high dignitaries / VIPs visiting campus.  Preparation of financial reports (USAID, Canadian Aid etc)

Performed different administration activities assigned by the senior management of the university.

1983 -1988:
General Organisation for Social Insurance (G.O.S.I.), Riyadh, Saudi Arabia

Job Description: Project Supervisor 
Supervise computerised microfilming project, manage timely processing of all activities, training to Saudi staff. Preparation of MIS reports and ensure to achieve all goals  set by the management

1982 -1983:
Imperial Chemical Industries [I.C.I], Lahore Pakistan

Job Description:   Sales Representative
· Marketing of ICI Paint products 
