
Munawar Zareef
Achiever - Corporate Sales

Hoora Exhibition Ave
Kingdom of Bahrain
H (+973) 35627074

B Munawar990@icloud.com

CAREER OBJECTIVE
I am a seasoned specialist passionate about delivering exceptional
service. With over six years of experience in administrative and
management roles across various industries, including IT solutions,
I consistently exceed targets and excel in my responsibilities. I
am a self-motivated team player with strong organizational and
interpersonal skills. Committed to continuous self-improvement,
I eagerly embrace new skills, take on additional responsibilities,
and strive for professional growth.

Education
2013–2015 D.com, (Intermediate 12th), Govt Commerce College, Multan.
2011–2013 Metric, (10th), Govt Bukhari Public High School, Multan.

Professional Experience
Sep 2021-

Present
Corporate Sales and Business Development,
NEXCEL Computer Solutions, Exhibitions Ave Manama, Bahrain.
As a Corporate Sales Key Account Manager at Nexcel, I consistently exceed quarterly sales
targets, driving revenue growth and earning promotion. Beyond sales, I prioritize client
relationships and exceptional customer service. I manage procurement, negotiate with
suppliers, and oversee purchase orders for timely product delivery. Administrative tasks,
including meticulous sales record-keeping and payment tracking, are also part of my routine.
Collaboration with my team is crucial as we streamline operations and manage supplier
relationships effectively. I actively contribute to setting ambitious sales goals and engage in
brand development initiatives, fueling both personal and company success

May 2020 –
Aug 2021

Admin Assistant Store Coordinator ,
Al Shera Auto Accessories, Hamad Town Bahrain.
In my role as an Operations Coordinator, I oversee the organization and management of
sales and purchase documents to ensure accuracy and efficiency. Additionally, I manage HR
applications related to visa renewal, expiration, and employee payroll, ensuring adherence to
relevant regulations and timely processing. Moreover, I collaborate with store supervisors
to facilitate the arrival of new stock, including tagging items with UPC barcodes, service
tags, and serial numbers, while accurately determining costing and pricing. Furthermore,
I maintain relationships with suppliers, negotiating pricing agreements as needed, and
effectively manage the arrival of international stock through collaboration with clearance
agents.
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Aug 2019 –
April 2020

Store Keeper and Camp Boss,
Water Color Interior ( Middle East ) W.L.L, Manama Bahrain.
As the Operations Manager, I oversee the daily management of incoming and outgoing
materials such as tools, machinery, and vehicles, along with maintaining records of employee
movements. This includes coordinating with site in-charges to fulfill new material and
manpower requirements efficiently. Additionally, I am responsible for scheduling duty sheets
for the next day, ensuring smooth operations and optimal resource utilization.

June 2018 –
Aug 2019

Admin Assistant and PRO,
Al Reman Building Maintenance LLC , Sharjah, UAE.
As an Admin and PRO, I handle legal documents, visas, WPS salary, and employee records
for over 140 staff. Additionally, I manage administrative tasks such as purchase orders,
invoices, payments, and petty cash. I coordinate with department heads on duty schedules,
machinery, and material needs, and liaise with subcontractors for manpower and payments.
I also arrange meetings, source office equipment, and oversee drivers’ petty cash and bills.

Jan 2017 –
May 2018

Messenger And Front Desk,
Ghulam Hassan Contracting Co. LLC, Al Khabaisi, Dubai.
As Office Administrator, I oversee office operations, including managing stationery, answering
calls, and opening and closing the office. I update project files with site details, invoices, and
time cards. Additionally, I handle material orders, LPOs, quotations, invoices, and payment
records. Furthermore, I manage employee visas, renewals, cancellations, labor cards, medical
and insurance updates. I also handle document scanning, copying, emailing, saving, filing,
and template creation for future reference.

OFFICE ADMINISTRATION
Software Proficient in MS Office (Excel, Word, Outlook), email platforms,

and business software such as Insta Shop, Zoho Book, ODOO,
Switcher MST, POS, and ERP systems

SKILLS
- Proficient in corporate sales conversion to cash, emphasizing customer service, time

and office management. Skilled in problem resolution, teamwork, and effective
communication. Additionally, experienced in customer service, advertising brands,
inventory management, LPO processing, cashier responsibilities, and retail sales

LANGUAGE
- Skilled in English, Arabic, Urdu, with ongoing learning

Availability
- One-month notice period. Valid driving

license. Eligible for local visa transfer.

Achiever
- Achieved quarterly targets consistently: Q3, Q4 (22), Q1, Q3, Q4 (23), Q1 (24)

Reference
- Credential references available upon request.
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