
WaqarJamil
Email: waqarjamil730@gmail.com

Mobile:+92-322-6166128

Address:ChattaBazarJamberKallan,P.O#JamberKhurd,

TehsilPattoki,DistrictKasur.

OBJECTIVE
Lookingforapositioninanenvironmenthavingchallengingwork,responsibilities,

achievementsandcareergrowthinthefield.

EDUCATION

B.A UOSSargodha 2013-2015 45%

F.Sc MuslimCollegeMultan 2008-2010 69%

Matric Govt.HighschoolPattoki 2006-2008 54%

PROFESSIONALEXPERIENCE

BigBirdFoods(Pvt.)Ltd.Jan,2021toOct,2021
Designation:AdminAssistant

Tasks:
 Makingallworkersemployeecards

 Attendanceverificationandcorrection

 DailySwapAttendance

 Addition&DeletionofEmployeedatainpayrollSystem

 Preparingofallcontractorbills

 Managingallkindofscrapitems

 Preparing&Uploadingemployee'sSocialSecurity

 Maintainingalldatainsoft&hardform.

 Processinganddirectingmailandincomingpackagesordeliveries

 Greetinganddirectingvisitorsandnewstafftotheorganisation

 Orderingandtakingstockofofficesupplies



PopularPipesGroupOfCompaniesOctober,2018toFeb,2020

Designation:SeniorDataEntryOperator

Tasks:
 WorkedinERPforProductionPurposeondailybasis.

 MaintainedallProductionRecordsondailybasis.

 MaintainedsystematicallyrecordswithphysicalProduction&RawMaterials.

 CreatedallformatsinExcelforProductionandotherdepartments.

 SubmittedweeklyandmonthlyreportstoProductionManager&HeadOffice.

LotteKolsonSep,2017toSep,2018

Designation:QCInspector

Tasks:
 Monitoredoperationstoensurethattheymeetproductionstandards

 Inspected,tested&measuredmaterialsorproductsbeingproduced

 Measuredproductswithrulers,calipers,gauges,ormicrometers

 Acceptedorrejectedfinisheditems.

 Removedallproducts&materialsthatfailtomeetspecifications

 Reportedinspectionandtestdata.

EffectiveBusinessSolutionApril,2015toMarch,2016

Designation:QualityAssurancePerson(QAP)

Tasks:
 WorkedwithGenesisInternationalasaQAPforadvertisingofUnsilversProducts.

 WorkedwithBRCasaQAPforadvertisingofUnsilversProducts.

 WorkedwithAssarPakistan(NGO)asaQAPforadvertisingofHealthProgramfrom

LifebuoyofUnsilversPakistan

 MysteryShops.

 Outers.

 QualityAssuranceofDaldainFaisalabadRegion.

 BillBoardActivities.

 Glaxo-DRamadanActivities.

OTHERSKILLS
 Quicklearner

 GoodcommunicationSkills

 GoodLeadershipSkills

 Abletoadjustinanytypeofworkingenvironmentsquickly

 Abletomaintainfriendlyenvironmentwithcolleagues

 Alwaysthereforthechallengingtasksintheorganization

 Abletoworkefficientlyundertightdeadlines



COMPUTERPROFICIENCY
 MicrosoftOffice(Word,PowerPointandExcel)

 MicrosoftAccess

 AdobePhotoshop

OTHERINTERESTS
 Snooker

 Travelling

 Chess

LANGUAGES
 English(Speaking,WritingandReading)

 Urdu(Speaking,WritingandReading)

 Punjabi(Speaking)


