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966 502461523
Rafah Saudi Arabia, 
        

CAREER OBJECTIVE:


To work with an aim to gain valuable hands in experience and professional skills in an organization providing challenging, learning and dynamic environment and then to use the learned skills effectively and deficiently for achieving the organizational goals and objectives. 



PERSONAL INFORMATION:

· Father’s Name:		Abdul Ghani
· Date of Birth:		01st January 1995
· Iqama:			2518360835
· Nationality:			Pakistani
· Religion:		          Islam
· Marital Status:		Single 



ACADEMIC QUALIFICATION:

· B.A from Sindh Jamshoro University. 
· Intermediate from Karachi Board. 
· Matric from Sindh board of secondary education Karachi. 

COURSES:

· C.I.T (Certificate in Information Technology) course from vision-it (2010-2011).
· Flight Operation Officer Course completed from P.I.A.
EXPERIENCE:

· Two years working experience as a Trainee Admin in Rajby Industry Karachi. (2012-2014)
1.  Employee daily working report

· Three years working experience as a Admin, HR Assistant in McDonald’s Karachi. (2014-2017)
1. Outlook 
2. New hiring and take interview 
3. Create employee joining reports and maintain employee file 
4. Daily maintain attendance
5. Month end payroll  
6. Product inventories 
7. Month end reports working
8. HR Audits 

· Two years working experience as a HR Assistant in Diamond Metals Company.Karachi (2017-2019)
1. New hiring and take interview 
2. Create employee joining reports and maintain employee file
3. Daily maintain attendance
4. Month end payroll  

· Two year four months working experience as a Pro-Active Desk in TCS.Karachi (2020-2022)
1. Outlook 
2. Working all reports
3. Reply to all pre-alert and MODS
4. Physical Verification to all MODS and DMODS shipments 
5. Daily create on route shipments report
6. Maintain courier delivery sheets 

· Recently working experience as a MDS Manager in McDonald’s. (Continue) Saudi Arabia.

1. Monitoring OQM and POS system orders
2. Monitoring the all aggregator orders
3. Maintain the regularly and monthly KPI’s 
4. Handling the complains from customer CRM
5. Handling the riders and check the regularly delivery cars maintenance 


SKILLS:

· Ms-Office, Computer Operator & Internet.
 
LANGUAGES:
		
· Urdu 
· English
· Punjabi
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