
CONTACT:. 

Islamabad Pakistan 

0092-332-9662749 

Riazkhattak220@gmail.com 
 
 

SKILLS:. 

 Data Entry 

 Inventory Control 

 Document Retrieval 

 Record Keeping and book 

keeping 

 Account balancing 

reconciliation 

 Advance MS office Suite 

Knowledge 

 Billing and coding 

Riaz Ahmad 
 

PROFESSIONAL SUMMARY 
 

Professional Administrative Assistant focused on driving productivity 

by leveraging strong Front Office Management Skills. Offering number 
years of experience In warehouse and accountant operations. Adept 

communicate Fluency in Language and sage software expertise. 
 

 

Contact 

Phone / Whatsapp 
+923329662749 

E-mail 
riazkhattak220@gmail.com 

Address 
Life Style Residency G-13/1 
Islamabad 

 

 
 EDUCATION 

 
MA – Social Sciences 2017-2019 
Division- 2nd 
GOMAL Dera Ismail Khan 

Bachelor – Arts 2014-2017 
Division- 2nd 
KUST – Kohat 

 

IT- Information Technology 
Division- 1st 
KPTTB- Peshawar 2019-2021 

 
 
 

 

Skills 
 Data Analysis

 Expertise In Excel

 ERP

 SARP

 Store Management

 Record Keeping

 File Management

 Vendor Management

 Stock Management

 Inventory Control

 Procurement

 Coding

WORK HISTORY 

 

Project : Life Style Residency Apartment G-13/1 Isb 

Position : Store Incharge                                    07-02-2023 - Continue       

Company : EHFPRO (Client) 

 Monitoring inventory levels and ordering new items.                         . 

 Maintain the stability and reputation of the store by complying with legal 

requirements. 

 Leading team of 15 members  include Procurement, Purchasing and 

Warehouse. 
 Ensure safe keeping both as to quality and quantity of materials. 

 Record the store material receipt and consumption on a daily basis. 
 Maintain accurate inventory records 



 

Project : Blue world city Islamabad 
Position : STORE INCHARGE 06-12/2022 – 06-2-023 

 Record the store material receipt and consumption on a daily basis.
 Receive and store documents and confidential files; maintain record of 

approved documents and confidential files.

 Receive and inspect all incoming materials and reconcile with 

purchase orders; process and distribute documentation with purchase 

orders.

 

 
Project : Life Style Residency Apartment G-13/1 

Position : Manager Store/ Procurement . 

Company : GHC International Pvt Ltd.      03/2020-12/2022 

 Reviewed and monitored scheduling, purchases and other 
expenses to maintain quarterly budget.

 Performed statistical analyses to gather data for operational and 
forecast team needs.

 Upheld and communicated store programs and standards to 
employees for optimal quality freshness, safety and 
cleanliness.

 Reconciled daily sales transaction to balance and log day-to-day 
revenue.

 Evaluated suppliers to maintain cost controls and improve operations.
 Managed inventory control, cash control and store opening and 

closing procedure.
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mailto:riazkhattak220@gmail.com


Languages 
 English

 Urdu
 Pashto
 Punjabi

ACCOUNTANT. 02/2019-03/2020 

Hira National Education System-Karak, Pakistan 


 Evaluated and improved financial records to 
make important business decisions.

 Completed daily cash functions like account tracking, 
payroll and wage allocations, budgeting, donating and cash 
and banking reconciliation.

 Used advanced software to prepare documents reports 
and presentations.

 Analyzed monthly reporting to reconcile production operations and 
general ledger.

 Created staff expense and reimbursement tracker to monitor 
trends and enforce company policies.

 Analyzed monthly balance sheet accounts for corporate reporting.

STOREKEEPER 04/2018-02/2019 

Nashpa Oil and Gas Project Kohat KPK 

 

 Received, merchandised and arranged all store items for visual display.
 Operated forklifts and hand trucks to restock department supply 

locations.

 Oversaw warehouse staff by providing instructions and leading daily 
activities.

 Received product and organized in stockrooms storage area.
 Stocked storerooms and adjusted minimum and maximum par levels in 

automated inventory system.
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