TO WHOM IT MAY CONCERN

IT IS CERTIFIED THAT MR.ABDULLAH SHAH S/0O RASOOL SHAH
WORKED IN THIS AHLAN RETAIL STORES COMPANY (MAJMOOA BIN
LADEN) AS A DATA ENTRY OPRATOR AND REMAINED AS (IN-CHARGE
OF THE WAREHOUSE).DEALING WITH SUPPLIERS FOR THE
PURCHASES OF THE MATERIAL AND TRANSFERING THE MATERIAL TO
OUR 50 OUTLETS IN JEDDAH.

FROM 15 DECEMBER 2005 UP TO NOW. (2 YEARS)

DURING THE JOB HE ALWAYS FULFILLED HIS OBLIGATIONS AND
REMAINED SINCERE, PUNCTUAL AND DEVOTED TO HIS JOB.HE IS A
WELL DISCIPLINED, WELL-DETERMINED AND WELL-MANNERED
EMPLOYEE. HE BEARS GOOD MORAL CHARACTER.

WE PRAY FOR HIS BRIGHT FUTURE.
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Ideal Caliber Company Ltd.

Date: 18-10-2018

“To whomsoever it may concern”

“WORK-EXPERIENCE CERTIFICATE”

This is to certify that Mr. Abdullah Shah, Pakistani national of passport
no. YK5144711 and Saudi ID # 2204064352 was working from JAN 2011
till to date here first as secretary to Executive Business Operations and
later as a commercial co-ordinator.

As a secretary his job carries out the responsibility of assisting the

Manager following his instructions, sending and receiving emails and so
on.

As a commercial co-ordinator his job involves sending inquiries to
suppliers, preparing and sending quotations, preparing custom's
clearing documents, preparing and assembling technical submittals,
assisting in L/C documents to the Bank.

We found him to be energetic and eager o learn and take new works
and assignments.

We wish him good luck for all his future endeavours.
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ABDULLAH SHAH

EMAIL : shahgeekhan@gmail.com +92 340 3861955

POSITON APPIIED FOR: BUSINESS ADMINISTRATION & COMMERCIAL FIELD
PURPOSE: TO WORKIN A CHALIENGING ENVIRONMENT WHILE REALIZING GOALS OF PERSONAL GROWTH AND FULFILLMENT

Experience e Highlights

TILE: OFFICE COORDINATOR X

g

*,

MS OFFICE, WORD, EXCEL, WINDOWS 98- 2000,
WIN NT, WINXP DATA ENTRY TYPING MASTER
INTERNET & INTERNET SKILLFUL USAGE.

SKILLFUL IN USING PC AND RELATIVE
PROGRAMS.

GOOD COMMAND IN MAINTAINING

30 MARCH 2011 UPTO 20 OCTOBER 2018 WORKING AS AN OFFICE COORDNATOR
ATIDEAL CALBER COMPANY LID JEDDAH SAUDI ARABIA.

*
. o

*,
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Cormrespondent all company email.
Purchasing Materials and Sales Materials by internet

*
D

convincing the customer. ACCOUNT.
Preparing The Bank L/C papers. < MAINTAINING 1SO STANDRED FILLINGSYSTEM
Sending quotation & Making of Purchase Order on ENJAZAT E
APPUCATON. Education
Preparing Catalogues for different projects. : : H
Making Submittals & Compliance sheet for different Projects H Igh School Di ploma (SCIeI’I = e) 1996
specification by Customer requirements.
Preparing all Company foreign Purchase Order documents. Wﬁ-
18 JANUARY 2008 ~ UP TO 8™ JANUARY 2009 WORKED AT SACODECO WOOD PUSHTO, ENGLISH, URDU, ARABIC.

FACTORY (MAJMOOA BIN LADEN) JEDDAH SAUD| ARABIA.

TME:  SECRETARY OF COST CONTROL MANAGER Hobbies

RESPONSIBILITES:

AREAS OF INTREST
MANTAINING CENIRAL FILING SYSTEM

SUSTAIN PETTY CASH READING, TRAVELING, INTERNET, WATCHCRICKET, AS

SUSTAIN ALL RECEVABLE INVOCES WELL MOVIES.

PREPARING MAITERIAL INVOICES ON FOX PRO

PREPARING MONTHLY TIME SHEET FOR ALL EMPLOYEES ON FOX PRO TIPS

UPDATING MATERIAL OUT PUT FROM STORE ONFOX PRO —_—

UPDATING CUSTOMER SALES ORDERS ON FOX PRO IF A CHANCE HAS BEEN GIVEN TO ME | ASSURE THAT | WILL BE

CREAING CUSIOMER MASIER DATA ON FOX PRO AN ASSET FOR THECOMPANY AND TAKE SATISFACTION OF
DECEMBER 2005 UP - TO JANUARY 2008 WORKED AT “AHIAN RETAILSTORES MANAGEMENT AS WELL

COMPANY (MAJMOOA BIN LADEN) AS A PERSONAL DATA:

WAREHOUSE ASSISTANT- JeopaH saupi ARABIA DATE OF BIRTH :05/04/1980
RESPONSIBILITES: NATIONALITY :PAKISTANI
WORKING ON ASCON APLCATON FORTHE ACCOUNIS AND ASLO MARITAL STATUS ‘MARRIED
SAHL SOFT APPLCAIION FOR THE WAREHOUSE AT (Ahlan Retai Stores Co.)
(N-CHARGE OF THE WAREHOUSE) AT MAJOOMA BIN LADEN. CNIC: 17102-1137471-3
DEALING WITH SUPPLERS FOR THE PURCHASES OF THE MATER/AL TO OUR
50 QUT LETS IN JEDDAH. LICENCE: VALID PAKISTAN & SAUDI ARAB
DELVER THE M ATERIAL BY ORDER TO CLENIS ON SAHL SOFI.
PREPARING MATERIAL INVOICES ON SAHLI SOFI. PASSPORI YK5144712

UPDAIING M ATERIAL OUT PUT FROM STORE ON SHL SOFI.
PREPARING PRICES FOR THE MATERIAL AFTER PERCENTAGE.
PREPARING CUSTOMER SALES ORDER ON SAHL SOF!.

PREPARING FILES FOR RECE VABLE INVOICES.
PREPARING INVENTORY AFIER EVERY SIX MONIHS.
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