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ZAWAR MUHAMMAD

Dubai (UAE)

Mobile .050-2078204
Email.Zawar_Muhammad@yahoo.com & Zwkpk2@gmail.com

______________________________________________________________________________

OBJECTIVE:

To join a high stream organization with challenging tasks and achieve the objectives and goals of an organization, which pave the way for the highest self-actualization.

QUALIFICATION:

· BA (Bachelor of Arts from University of Peshawar)
· D.A.E (Diploma of Associate Engineer (MECHANICAL)

1st Division as whole

· Also One Year CT (Course Tutor) Certificate from Alama Iqbal Open University Islamabad.

· Also Certificate of Computer From Technical Board Peshawar Pakistan.

COMPUTER SKILS:


PROFESSIONAL COURSES:

· Microsoft Office/Excel/Word

* Preparing Quality Manual for ISO 9001-2
· Power Point. 



*Checking of Drawing of the Material.

· In page (Urdu ,Arabic)

* Material Processing & Testing

· Internet IT courses


* Internal Quality Auditing

· Computer Hard Ware Courses
* Planning of production

· Internet Completely.

PROFESSIONAL EXPERIENCE IN UAE:

2005 EVENTS COORDINATOR (DUBAI) EUROMATECH MANAGEMENT CONSULTANCY GROUP OF (GLOMACS, AZTECH, COPEX AND ANDERSON)
(My job descriptions:
· To arrange the seminar materials for inside courses in different Hotels in need.
· To go to the Hotel arranging room for the delegates.

· To Book rooms in the Hotels for Delegates & Speakers.

· Also Out Side Courses Materials Arrangements etc. (Malaysia,Singapure,Cairo,London,).

· To arrange name badge and table tags for seminar.

· To arrange LCDs projector for seminar room.
· To LCDs Projectors for maintenance if need.

· To arrange hotels rooms for the delegate’s rate and for speaker rates.

· To go to the hotels to collect cash and cheques from the delegates.

·  And to take payments of the speakers.
· Take care of all the stationery of the company to arrange in good rates from the suppliers.

· End of Seminar going to the hotels to bring back some of the material back to our office.

· Going to post office, Banks to collect transfer paper & to deposit cheques or Cash.
· Take care of all our office computers, faxes and photocopier.

· I was also arranging vehicle for the staff and for management.
· Going to post office for delivery.

· Detailing customer regarding the product & product comparison.
· Answering customer call and helping them to solve their doubts regarding the product.
· Job involved, billing.
· Preparing Stock report, short - Excess report etc.
· Preparing Defective item list and giving feedback to the supplier.
· Filing invoices and other documents.
· Coordinating between Suppliers, Sales Agents and Transport companies

2008 TRANSPORTATION INCHARGE WITH MUGAL UAE.Holding of UAE Driving
 License no.3
(My job descriptions:

· As a transport In charge my duty to go to the companies to make new contracts.

· After that to arrange vehicle or buses for the Companies.
· To follow up the driver.
· Also aware of all Location of UAE roads and areas.

· Responsibility of Passing & Making of Registration of Vehicles.
· To sent to workshop Vehicle for maintenance.

· To make payroll for a drivers.

· To collect time sheets from the company.

· To prepare payments regarding time sheet on monthly basis.

· If some busses are break down then to arrange another one in the same time.

· Daily going to the side to check the drivers came on time to the side.

· After the completion of the month going to the side to bring the time sheets.

· And to make the invoice for regarding the time sheets.

· And also going to the company to submit the invoices on time to collect the cheques.
· To file all documents in good order.

· To keep the record of all vehicles.

· To give all reports to my manager on completion daily & Monthly basis.

· On breakdown to arrange another bus on time.

· Going outside for more marketing.

PROFESSIONAL EXPERIENCE IN PAKISTAN:

1996 PRODUCTION SUPERVISOR 

(PEL) 1998 STORE CONTROLLER 
     (PEL)

1999 METERIAL PLANNING ASSISTANT (PEL) 2002 MARCHANDISER
     (PEL)

2003 MARCHANDISER with PEPSI Pakistan Gadoon Amazai Branch.                          (PEPSI)
(Pak Electron Limited Air Conditioner & Deep Freezer Company) PAKISTAN.
(My job descriptions:

· Incoming store inspection.


 * Coordinating development Projects.

· Supervision of Workforce.


  * Online Inspection and testing.

· Checking of Stores arrangements. 

  * To check the markets demand.

· Make Audit list for store as a P.Assistant.     * To control the raw material uses.

·  Arrangement of work force. 


  * To arrange product for market.

· To arrange production materials. 

  * To Liston the customers demand.

· Stores material in order as a merchandiser.     * To check the quality of our products.

· Availability of the entire product in the Outlets. * Arrangement of on time availability of 
products.

· To go to the Outlets to check the Expiration Date of the Products as a merchandiser.    
· To inform the salesman on time shortage of the products in the Outlets.
· To remove some damage items from the Outlets.

· And also going to the outlets to check the delivery and invoices.

· And making of delivery reports for my manager daily basis.
· To check the stock availability in the company.
PROFESSIONAL EXPERIENCE IN SCHOOL :

2004 HEAD OF A PRIVATE SCHOOL (THE SUFFAH MODEL SCHOOL) PAKISTAN 

(My job descriptions:
· To arrange teacher for their classes according their classes.

· To follow up the school vehicle. Maintenance of the school vehicle.
· To take care of school discipline throughout in the whole school.
· If any breakdown to arrange another vehicle on time. To save student wasting time.
· To listen the parents carefully.
·  To solved their problem regarding transportation, teachers or others.
· To make salaries for the staff and teacher.
· To arrange stationery for the students and office.
· To arrange some sports competition in the school between kids.
· To type Question paper on computer confidentially for students.
· To take computer classes with some students.
OTHERS.

From 1996 until now I am working also with Admin Manager to help in some office documentation as cooperation to help my manager in some field in a free time as a personal Assistant to coordinate with admin department and computer department and also preparing salary lists, monthly & yearly audit lists for account department and store material and release lists.

PERSONAL INFORMATION:

Father Name

:

MEHER MUHAMMAD

Date of Birth

:

6TH January 1974

Religion

:

Islam

Place of Birth

:

Mardan (NWFP) PAKISTAN
Passport No

:

AE0150452

Marital Status

:

Married

Visa Status

:

Transferable Visa

Languages Known
:

Urdu, English and Arabic.

Preference: ALL MAGHTY ALLAH,
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