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SARFRAZ AHMED

Mobile # (0092)  0334-5016123

E-mail:  ssarfrazahmed@yahoo/hotmail/gmail
OBJECTIVE

I desire a challenging position in HR/Admin/Supply Chain Management in a leading-edge Organization where upward mobility is equally based on skill level and personal contribution to the Organization’s image.

ACHIEVEMENT

I have started my career (after F.Sc,) from Computer Operator and now I am MBA, HR and at present working as Officer HR/Logistics in Amson Vaccines & Pharma Pvt Ltd. Islamabad
PERSONAL INFORMATION


Father’s Name:

Abdul Razzaq


CNIC # :

82303-2228748-5


D.O.B: 
 

11 April, 1982

Domicile

Azad Jamu & Kashmir (AJK)


Current Address:
Amson Vaccines & Pharma (Pvt) Ltd. 154 Industrial 
Triangle Kahuta Road Islamabad

Permanent Address
Village Barmang Kalan, P.O. Chak Dhamni, Tehsil Rawalakot Distt. Poonch Rawla kot Azad Kashmir.
Tel # (Office) :
+92-51-4491492-3

Fax # (Office) :

+92-51-4491494

EDUCATIONAL QUALIFICATIONS

· MASTERS IN BUSINESS ADMINISTRATION (HRM) 


Allama Iqbal Open University Islamabad, Pakistan
· BACHELOR OF ARTS 2002-2004 


Allama Iqbal Open University Islamabad, Pakistan
· FSc. 2001: 


AJK Board of Intermediate and Secondary Education, Mirpur AJ&K, Pakistan
· MATRIC (Science) 1998: 
Board of Intermediate & Secondary Education Mirpur AJ&K, Pakistan



· 6 MONTHS DIPLOMA IN COMPUTER SCIENCES 


MicroTech Institute of Computer Technology, Rawalpindi, Pakistan

PROFESSIONAL SKILLS:
· Language Skills:
                  Fluent in speaking reading and writing English, Urdu, 
                                                     Hindku and  Punjabi.

· Time Management Skill:      Competent in  planning,  implementing and 
      completing projects in specified time.
COMPUTER OPERATION SKILLS (Proficient in)
· 50WPM typing speed and well aware of Urdu typing.
· Conceptual user of Access Database.
· Ms Office Applications (Word, Excel, PowerPoint, Outlook)
· E-Commerce, E-mail

WORK EXPERIENCE

· I had worked in various positions in Amson Vaccines & Pharma (Pvt.) Ltd. Islamabad. Since Nov, 2001.
I am responsible to:-
· Ensure compliance of discipline and implementation of Organization’s rules and regulations.

· Design rating & ranking scales for Performance Appraisals System.
· Preparation of Training Topics, session & scheduling rotation plans

· Managing time sheets and leave records.

· Ensure compensation of employees as per company policy and proper claims and premiums of Insurance and EOBI/Social Security.

· Managing Time Sheets, Security, Seminars and special ceremonies.

· Design, Implement & Monitor effective procurement schedules for materials
alongwith finalizing the specifications of the materials and establishing the Quality & Quantity limits for effective Inventory Control.

· Keep Track of the Sea/ Air/ Railway consignments and clearance and collection activities.
· Streamline the system and procedures for effective inventory control (MIL management) to ensure availability of materials to meet the production targets in time.
·  Ensure Good Housekeeping practices in Warehouse.
· Effective opportune sale of surplus, scrap & by-products for maximum value realization. 
· Identify and develop domestic and global vendor sources for achieving cost effective purchases.
· Assessment of the performance of vendors based on various criterions, such as Samples testing, Percentage of rejections, Quality improvement, Rate, Timely deliveries, Credit terms etc. 
· Follow-up with vendors for timely deliveries & quality checks as well as ensuring timely payments. 
· Ensure necessary documentation and records for Procurement process as per ISO guidelines.
EXTRA CURRICULAR ACTIVITIES

· Social Work

· Net surfing

· Reading (Human Behaviors)
REFERENCES

1.


M. Iqbal Tabassam


Head of Department (Student Affairs & Registration Branch)


Center for Advance Studies in Engineering (CASE)


19- Ata Turk Avenue, G-5/1,  Islamabad


Tel: # 0092-51-8432273


Fax # 0092-51-8314660


Cell # 0300-5157283
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