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MUHAMMAD DAWOOD KHAN
Cell #: +923459739155

Email: dawood.ajman@gmail.com
_________________________________________________________________________________________________
Personal Detail

Father’s Name

Muhammad Sharif Khan
Nationality: 

Pakistani
Date of Birth:

Feb 02, 1982
Marital Status:

Married
Passport:

Valid
Visa:


Employment
Address in Pakistan: 
Village Dhaki Nakar, Tehsil & District Bagh, Post Office Bagh AJK

Education

FUUAST Islamabad, Pakistan
 


Degree in Business Administration (Finance), completed in 2007 
Subjects studied: Financial Management, Marketing Management, Business Communication & Report Writing, HRM and TQM
Work Experience


SADOLIN PAINTS (OMAN) LTD DUBAI bRANCH    
DUBAI, U.A.E

warehouse incharge cum accountant
“08 May 2012 to date ”                               
Major Responsibilities 

· Managing, controlling and supervising the general warehouses activities including receiving holding, Invoicing and arranging the stock count cycle to ensure the efficient 

Handling and utilization of facilities for storing and distributing material.

· Maintaining Inventory records at Dubai Branch

· Weekly stock count against system report.

· Issue/verify stock against sales order request.

· Report to Regional Manager for daily activities.

· Handling sales return and defective sets inventory.

· Performing stock adjustment & preparing reports for Audit and Finance Department. 

· Carrying out responsibilities for the use of automated and computerized systems Microsoft Dynamic NAV Classic.
· Motivating, training, organizing and encouraging team work within the workforce to ensure set productivity targets are met.

· Scrutinizing the list of Packages received at the time of unloading and also the material as per the packing list.
· Assisting Manager to ensure quality, quantity and cost efficiency of the movement of stored goods.

Other Responsibilities 
· Managing accounts Payables & Receivables for Dubai Branch 

· Maintaining all relevant customer related data in the system concerning Admin & Finance.

· Managing Sales Counter (Dubai Br)

· Invoicing, arranging deliveries stock arrangement  & Coordination with sales Team 

· Interaction and co ordination with Head office(Oman) & branches 


READ Foundation (NGO)
Period: Nov, 2009 – March, 2012
Admin & Accounts Officer 
Job Responsibilities:- 
· Managing and over viewing all the administrative matters by ensuring effective use of human and physical resources through planning, directing and coordination.
· Maintaining Office Cleanliness and proper utilization of staff.
· Follow-up and coordination with Head office and sub offices
· Supervision of mail and stationary distribution

· Responsible for maintenance of office equipment, Machinery and tools.
· Monitoring and timely payments of utility bills.
· Monitoring for stored stationary and utilization.
· Responsible for the maintenance of official vehicles and supervision of official movement.
· Different project proposal writing and reviewing.
· Project implementation, photography and reporting

· Occasionally visiting field to check work in progress.
· Writing MOM (NFR).
· Writing workshop reports and project completion reports. 
· Liaison with various Government and Non-Government institutions regarding organizational matters.
· Maintaining office accounts; cashbook, ledger, financial statements, preparing workshops and other projects income & expense reports.

· Analysing, reviewing and formulating proposed budget for CTC.
· Organizing and managing training programs and seminars.

Saleece International (Ali brothers Construction Company)
Period: Aug, 2008 – October, 2009 
Administration and logistics Assistant 
Job responsibilities:-

· Managing office activities

· Ensuring office setting and cleanliness 

· Timely payments of utility bills 

· Preparing bills summaries and vouchers

· Processing requisition to higher management

· Coordinating and managing vehicle arrangement

· Keeping vehicle in/out record and verifying log books
· Store keeping and maintaining inventory records on inventory register
· Coordinating order cycle and associated information

· Responsible for liaising and negotiating with customers and suppliers

· Assisting Manager to ensure quality, quantity and cost efficiency of the movement of stored goods.
USAID RISE (INGO)
Period: May, 2007- May, 2008 
Administrator/Classroom Observer  (contract based)
Job Responsibilities:-
Conduction of base line survey (student test, classroom observation to assess new training needs and post training impacts in Government Schools)

Baghbaan Inc. Australia (INGO)
Period: October, 2005 to date
Part time Volunteer Services
Volunteer Work Description:-
Help and assist Baghbaan team in writing project proposals need, project planning and execution, hiring local volunteers, organising community meetings and providing emergency relief to earthquake victims. 
IT Experience:
Windows, Corel Draw, Ms Word, Ms Excel, Ms Power Point, Ms Access, In-page (Urdu & Arabic software), Internet & email, Basic knowledge of Peachtree and QuickBooks, MS Dynamics NAVISION
Typing Skills:
English 45 wpm, Urdu 40 wpm
Personal Skills:
Sound communication skills

Able to work Under pressure and after working hours maintaining high standard of work

Familiar with latest machines (Fax, Copier, Scanners, CD Writer, PC Camera, Printers, Cash Counter, Vehicles,)

Adaptation to situation

Social and friendly manners
Languages Spoken:
Urdu (National language)
English (IELTS certificate)
Arabic (basic learning stage)
Personal Goal:
To achieve an advisory role pursuing a career in Disaster Response, World Peace, Economic Development, Human Rights and Capacity Building, and to pursue a challenging career and to become a part of professionally well-equipped organization to utilize and explore my knowledge (Skills and abilities) to contribute in the Organization development accordingly
References: 
Muhammad Ilyas Khan (Export Manager Sales GCC Sadolin Paints Oman Ltd.)

Contact Number: 00971-4-3241079
Email: Ilyas@sadolinduba.ae
Obaid-ur-Rehmain (General Manager Admin & Procurement Department, READ Foundation)

Contact Number: +9251-2253256

Email: rehman@readfoundation.org
Muhammad Rizwan Khan (Country Manager Pak, baghbaan inc. Australia)

Contact Number: +923005133424
Email: rizwan@baghbaan.org
