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Chaudhary Muhammad Tanveer
Contact # +92 3331031258
mtanveer8788@gmail.com
_____________________________________________________________________________________________________
Professional Object:
Admin and Procurement Officer with 8 years of experience in vendor coordination, procurement, inventory management, and office administration. Skilled in contract handling, cost-effective purchasing, documentation, asset management, and compliance with organizational policies. Proficient in MS Office and inventory management tools, with a strong ability to manage daily administrative operations, maintain accurate records, and ensure timely delivery of goods and services. Committed to supporting organizational efficiency and long-term success through dedication, attention to detail, and effective coordination.
Experience:
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Organization:
Shifa Foundation 
Designation:              Admin & Procurement Officer
                                         September 03, 2018 to till Date
Responsibilities:


Administrative Support
· Coordinated day-to-day office operations and project field activities, ensuring seamless administrative support across departments.

· Supervised the administrative team and housekeeping staff.
· Conducted regular inspections of office vehicles to ensure proper usage, maintenance.
· Managed the Inventory Management System for office supplies, office Inventory and fixed assets Inventory, maintaining inventory Tagging accurate records and ensuring timely replenishment.

· Oversaw travel arrangements, including booking flights, accommodations, and managing transportation logistics

· Organized and supported events, staff trainings, and workshops, handling logistics, scheduling, and coordination.
Procurement Management

· Initiated and processed purchase requisitions, Requests for Quotation (RFQs)

· Handled purchase requisitions, RFQs, and Purchase Orders (POs) in compliance with company policies.

· Conducted vendor pre-qualification, evaluation, and selection to ensure quality and compliance.

· Managed the complete tender process, including advertisement, bid collection, opening, evaluation, and final recommendation.

· Oversaw high-value procurement activities, ensuring transparency and cost-effectiveness.

· Administered vendor contracts and maintained the Vendor Management System (VMS) for up-to-date supplier performance tracking.
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Designation:

Admin Coordinator
                                         May, 2017 to August, 2023
Responsibilities:


· Manage day-to-day front desk operations, ensuring a professional and welcoming environment for staff and visitors.

· Supervise housekeeping and support staff to maintain cleanliness and order in the office.

· Handle incoming calls, correspondence, and visitor inquiries efficiently.

· Coordinate meeting schedules, travel bookings, and accommodation arrangements.

· Maintain records of office supplies, equipment, and fixed assets through the Inventory Management System.

· Monitor office vehicles, ensuring regular maintenance and proper utilization.

· Support internal and external events, staff trainings, and workshops through effective coordination and logistics.

· Conduct and facilitate ISO certification audits to ensure compliance with quality standards.
Organization:
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Designation:

Store Assistant & Data Entry Operator                        

                                         March, 2016 to March, 2017
Responsibilities:

· Maintained and updated accurate inventory records for all incoming and outgoing materials.

· Performed precise data entry of stock items into the inventory management system to ensure real-time tracking.

· Monitored stock levels and promptly reported shortages or discrepancies to the supervisor.

· Assisted the procurement team in preparing stock summaries, requisition requests, and purchase reports.

· Recorded all goods received and issued in compliance with company procedures and audit standards.

· Prepared daily, weekly, and monthly inventory and material movement reports for management.

· Coordinated with vendors, logistics, and administrative teams to ensure timely delivery and dispatch of goods.

· Managed documentation, filing systems, and databases to ensure accuracy, traceability, and easy retrieval of records. 

Certification:
· QUICKBOOKS
· DATA ANALYTICS AND BUSINESS INTELLIGENCE

Training:
· Inventory Management Training
· Translating Strategy into Action Using Balanced Scorecard
· Capacity Building on Fundraising Techniques and Strategy
· Using Basic Formulas and Functions in Microsoft Excel
· Introduction to Microsoft Excel
· Time & Stress Management

· Report Writing Skill 
Computer Skill:

· 6 Months Computer course from NCC College, Rawalpindi.

MS Word, MS Excel, MS Power Point
· Power BI
I have strong Skills in Power BI and have developed various dashboards focused on procurement and inventory management. My work includes creating visualizations that track vendor performance, purchase order status, inventory Management, fixed asset tracking. I have also designed dashboards for budget vs. actual spending, procurement cycle time analysis, contract expiry monitoring, and cost optimization. These tools support data-driven decision-making by providing real-time insights into procurement efficiency, inventory control, and overall supply chain performance.
· Procurement & Vendor Management

· Inventory & Asset Control

· Contract and Purchase Order Handling

· Office Administration & Documentation

· Budget Tracking & Compliance

· MS Office & Inventory Software

· Communication, Coordination & Time Management

Academic Qualification:
	Sr.#
	Degree/Certificate
	Passing Year
	Board/University

	1
	Matric (Science)
	2012
	FBISE

	2
	I. Com
	2014
	FBISE

	3
	B. Com
	2024
	AIOU

	4
	BBA
	2026
	Preston, University, Islamabad


Personal Information:

Father’s Name:

Ghulam Qadir  

Marital Status:

Married
Religion:


Islam

Permanent Address:
Block No 55, Flat No 05, Cat V, I-9/4 Islamabad.
Personality:
· Hardworking, honest, and responsible with a strong work ethic

· Detail-oriented and careful in performing tasks

· Excellent interpersonal and communication skills

· Professional attitude and positive approach toward work
Reference will be provided on demand
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