

SALMAN JAVED MUGHAL

Job Experience:
I have more than 17 years of experience in various organizations. I performed under mentioned duties;
Company Job Experience 
Name:			Saleem Trading Corporation Rawalpindi 
Designation:		Manager Operations /Branch Head Peshawar 
Location:		TF-135, 3rd Floor Deans Trade Center, Peshawar Cantt. 
Tenure:			15th April, 2021 till date 

Job Description
· According to the project we prepared monthly work plan for targeted areas.
· Coordination with Government Police departments KPK Police, FC KPK ETC.
· Prepared required documents for further correspondence /Tenders 
· Daily Visit to targeted Govt. offices to get awarded orders 
· Giving supplies to concerned department/stores 
· Handling Complete billing procedures till release of payment checques. 

USAID Project (INGO)
Name:			Hagler Bailly Pakistan USAID Sustainable Energy for Pakistan (SEP) project 
Designation:		Public Liaison Officer
Location:		Peshawar 
Tenure:			January 21, 2021 till March 31, 2021 (Project End)

Job Description
· According to the project we prepared monthly work plan for targeted areas.
· Coordination with Government department PESCO/WAPDA.
· Daily Visit to targeted Areas
· Meetings with community elders/Nazims
· Meter Issuance 

Hospitality Experience 
Hotel Name:		Emaraat Hotel & Khandarbar Restaurant 
Designation:		HR Operation Manager
Location:		Main NamakMandi Chowk Peshawar City
Tenure:			July 25, 2017 till December 31, 2020

HR Operations Manager responsibilities
· HR Operation in performing their duties plan & organize the housekeeping and catering activities in a hotel.
· Handling Government Tax Liabilities like; Bed Tax, Sale Tax, EOBI, ESSI, tourism department etc.
· HR also conducts occasional inspection of property to identify damaged utilities and facilitate repair or replacement.
· Monitor the coordination between the different parts of a hotel to ensure smooth and efficient operations
· Monitor the accounts receivable, accounts payable, and purchase requisitions of each hotel department
· Schedule work shifts and tasks to hotel staff according to their specialty
· Develop and Implement strategies for promoting their services/brand in order to attract clients.
· Contact prospective clients via cold calls and emails to offer them hotel services.
· Plan and coordinate events or conferences within a hotel to ensure they run smoothly.
· Set and adjust the rates for different services according to their quality level.
· Conduct occasional inspection of property to identify damaged utilities & facilitate repair or replacement.
· Monitoring internal HR systems and databases
· Review and approve or modify budgets
· Recruits, interviews, tests, and selects employees to fill vacant positions.
· Hire contractors and deal with vendors to ensure provision of high quality products and services




Banca Assurance Agency
Bank Name:		HBL Banca Assurance / Jubilee Life Insurance Company Ltd
Designation:     		Team Leader (TL)
Location:		Main city branch Chowkyadgar Peshawar
Tenure:			September 26, 2016 till April 05, 2017

	Job Description
· Demonstration/presenting products of JLI life insurance products.
· Monthly meeting with BSO/BSE.
· To manage and motivate BSO/BSE in order to achieve the given business targets on monthly basis.
· Answer queries, interact with public and company representative and perform human resources duties.
· To maintain Proper MIS record of Files.
· Hiring new sales staff and give them proper training. 
· Office Administration & Computer Work as well.

Banking Experience 
Bank Name:		JS Bank Limited
Designation:		BCOT Executive Retail Banking (branch catch optimization team)
Location:		Sikandarpura branch GT road Peshawar
Tenure:			Feb 15, 2016 to July 31, 2016 

Job Description
· Demonstration/presenting products of JS Current Accounts/Saving PLS accounts 
· Maintaining accurate records of account holders (ETB/NTB)
· Daily Correspondence with our clients for accounts opening and also give a brief presentation about JS
Products like; Credit Card, Car Finance, Gold Finance, Loans & Banka etc (Telephonic/Visit also).
· Monthly Review Meeting with our Area Manager in JS main branch.

NON Profit Organization (NGOs) Experience 
Organization:		People’s Primary Healthcare Initiative Khyber Pakhtunkhwa Peshawar
Designation:		Manager logistic funded by UNICEF
Project Title:		Sehat Ka Itihad
Location:		PPHI Peshawar
Tenure:			April 01, 2015 to June 30, 2015 (Project End)

Job Description
· Received monthly work plan of each districts through emails and share with UNICEF.
· Coordination with Government institutes or organizations, INGOs and Local NGOs.
· Give a brief Presentation of Health Camps on weekly basis in ECO office.
· Meetings with UNICEF, WHO, NGOs, health Sectary KP government and Coordinator of EOC on weeklyBasis and give a presentation on Health Camps.
· Received daily Health Camps reports from targeted Districts of KP.
· Prepared monthly reports of Health Camps and share with Program Director PPHI & UNICEf.
· Maintained stock details on daily basis through emails or other sources (Health Kits & Family Kits)
· Arranged security for Health Camp Teams during Health Camps activities in High Risk Areas.
· Daily Correspondence with Coordinators & Assistant logistics.
· Complete documentation of all employees of Health Camps teams and submitted to Finance section.

NON Profit Organization (NGOs) Experience 
Organization:		Community Appraisal & Motivation Programme (CAMP)
Designation:		Field Coordinator funded by LCDDP-USAID Project
Project Title:		CAMP-Khud Mukhtar
Location:		CAMP Peshawar
Tenure:			January 01, 2011 to February 28, 2012 (Project End)

Job Description
· According to the project we prepared monthly and quarterly work plan for project activates.


· Coordination with Government institutes or organizations, INGOs and Local NGOs. 
· Arranging and makes self-help groups (SHGs) on Union council’s bases among the communities.
· Referred the person with Disability to Vocational and other skill centers.
· Empowered the person with disability through direct and indirect support at the given period of time.
· Linkages with many vocational institutes and other vocational centers for Person with Disability
      Arranged sensitization workshops and raise a voice for the rights of person with Disability (PWDs).
· Prepared the monthly report according the planned activity as per work plan and share with program manager.

International Experience 
Multinational Co:	AL WASL INSURANCE BROKERS Co (LLC)
Designation:		Business Development Officer
Location:		Dubai United Arab Emirate (UAE)
Tenure:			July 09, 2008 to July 02, 2009

Job Description
Al Wasl Insurance Brokers is a Dubai based forum. I served in Motor and Health insurance sections. My roles and responsibilities included: 

· To keep a diary of official meeting with our clients and submit the minutes of meeting to the concerns.
· Coordination with Branch Manager if required.
· Data Processing of Medical & Motors Insurance policies.
· Data Entry on monthly basis (Motors Insurance).
· Recovery throughout UAE (Dubai, Sharjah, RAK, Fujairah, Ajman, Umm-ul-Quain& Abu Dhabi)
	
Banking Experience
Bank Name:		Allied Bank Limited Credit Card Centre Regional Office Peshawar 
Designation:		Coordinator in Operation
Location:		Peshawar Pakistan
Tenure:			August 08, 2007 to July 05, 2008

Job Description
· Public Relationship 
· Daily Correspondence with our Clients (Telephonic/Visit also if required)
· Data Processing
· Recovery 

Organization:		Community Motivation & Development Organization (CMDO) NON Profit Organization (NGOs)
Designation:		Admin Assistant
Location:		Peshawar Pakistan
Tenure:			October 01, 2002 to August 07, 2006 (Project End)

Job Description
· Maintain all files and documents.
· Maintain all employees’ personal files.
· Report received from field office Kurram Agency on daily basis through email.
· Correspondence to donors through email if required.
· Prepared final report on the progress of field activities.

NON Profit Organization (NGOs) on-Job Research 
Title:			An Analysis of Afghan Refuges “Information Sources in Pakistani Camps & Settlements”
Duration:                              29th November to 11th December 2006 	
Organization:		Community Appraisal & Motivation Programme (CAMP)
Banking Award Received 
Received Best Performance Award from Allied Bank Limited Credit Card Centre Peshawar for outstanding (Recovery) performance in 2008

Received Trainings during ongoing projects
	SR
	Title
	Duration
	Conducted & Arrange By

	1
	Active Citizenship (ILM possible)
	01 day 2012
	British Council Islamabad

	2
	Monitoring, Evolution & RBM
	03 days 2012
	Leonard Cheshire Disability & Development Program  (LCDDP)

	3
	Report Writing
	01 day (25th June 2010)
	Community Appraisal & Motivation Programme (CAMP)

	4
	Social Organizer Training (SOT)
	02 days (July 2002)
	Community Motivation & Development Organization (CMDO)

	5
	Jubilee Life Insurance
	5 days Jan 2017
	Jubilee Life Training Academy Tehkal branch Peshawar

	6
	Jubilee Family Takaful
	4-6 Jan 2017
	Jubilee Life Training Academy Tehkal branch Peshawar


Computer Skills
	The Professional Institute for computer courses
	
Working knowledge of popular software’s, e.g. MS Word, MS Excel, MS Power Point, MS Access, know-how of the world wide web (www) and acquaintance with fax machines & photocopiers etc.(Six Month)



Career Objective:
I need a good environment organization where I can prove my skill, ability; as well you will find me always regular, punctual, hardworking, dedicated, responsible and ready to take challenges.

Personal Information:
Father's Name:		Muhammad Javed Mughal (Late)
CNIC No:		17301-1364030-1
Date of Birth:		24 March, 1981	
Marital Status:		Married
Religion	:		Islam
Permanent Address:	House no: 2623, Mohalla Marviha Sheikh Bahauddin, Peshawar city 
Cell No:			0321-9005268
E-Mail:			msalmankhan1981@gmail.com

Academic Qualification:
	Degree
	Year
	Institution /School

	Matriculation
	1997
	FG Public School Peshawar 

	FA
	1998-1999
	Humanities Group from Peshawar Board 

	Bachelor of Arts (BA)
	2000-2001
	Peshawar Board



LANGUAGES:
	Language
	Read
	Write
	Speak

	· English
	Excellent
	Excellent
	Excellent

	· Urdu
	Excellent 
	Excellent 
	Excellent 

	· Pashto
	Good
	Good
	Excellent 



