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Mohammad Fayyaz Kirmani

Email: kirmani92110@gmail.com  ( Talk: +92-300-2000 136, WhatsApp: +92-309-555 3137
Apt. # B-3( M. L. Park View Apartment(  Plot No. JM.1/153( Bhurgari Road( 

Opp. Nishtar Park, Solider Bazar No. 2, Karachi-74550 ( Pakistan.
_______________________________________________________________________________________

Career Objective:

Seeking a career that offers opportunities for perpetual learning and career development 
and where I can make a positive contribution to achieve the objectives of the organization 
working as an effective team member. 
Overview:

Over 30 years of diversified experience with Local & Multinational Firms in Secretarial, Event Management (local & International) and Coordination with the Senior Management.
Work Experience:

( Feb., 2020 to date
Lucky Cement Limited (LCL), Flagship Company of Yunus Brothers Group (YBG), LCL is the largest producer of Cement in Pakistan with production capacity of 12.15 MTPA and remains one of the Country’s leading exporters of quality Cement. LCL has its Cement Plants in Karachi, Pezu (KPK), Basrah (Iraq), Samawa (Iraq), and Kinshasa (Congo). It has strategically diversified and became a conglomerate with investment in the Companies i.e. Lucky Electric Power Company, ICI Pakistan Limited, ICI Pakistan Powergen Limited, KIA Lucky Motor Pakistan Limited, LCL Investments Holdings Limited, Lucky Al Shumookh Holdings Limited, Al Shumookh Lucky Investments Limited, Najmat Al-Samawa Company for Cement Industry, Lucky Rawji Holdings Limited, Nyumba Ya Akiba S.A., and Lucky Holdings Limited.
     Position:
           
          Senior Manager – Special Projects & Coordination
     Reporting to:      
          Chief Executive of the Group
     Reported by:      
          Two Managers
     Responsibilities:

(1) Reporting on certain matters on Local & International Projects (2) Liaison with Ministries of Government of Pakistan both at Federal & Provincial Level (2) Inter-departmental coordination with Directors, Senior Management & with Regional Offices (3) Analyze and process CSR Projects/Cases  (4) Brief to the CEO on Projects mails/e-mails and process the same as per CEO’s directions and have follow-ups on the same till its conclusion (5) Designated as Whistle Blowing Manager for the Group’s Social Projects namely “Aziz Tabba Foundation (ATF)”, “Tabba Heart Institute (THI)” and “Tabba Kidney Institute (TKI) under their Whistle Blowing Unit, under which am responsible to receive complaints over phone, e-mails, whatapp and sms, then to investigate as per given procedure, report the same to the Trustees / CEO of the Group and try the best to resolve the complaint as per laid down procedures.(6) Scheduling Meetings (7) Keep track of important issues & related matters (8) Organizing & Supervision Filing System (9) Organizing Travelling, Boarding, Lodging (10) Arranging Visas.



         Internal Audit and Deputy Managing Director Finance / Chief Financial Officer.

( Mar., 2016 to Jan., 2020
Pakistan State Oil Company Limited (PSO), the Pakistan’s largest energy company, and is currently engaged in the marketing and distribution of various POL products including Motor Gasoline (Mogas), High Speed Diesel (HSD), Furnace Oil (FO), Jet Fuel (JP-1), Kerosene, CNG, LPG, Petrochemicals and Lubricants. In addition to these products, it also imports other products based on demand patterns.
     Position:
           
          Senior Executive (Group IV)
     Reporting to:      
          Managing Director & CEO.
     Responsibilities:

(1) Liaison with Ministries of Government of Pakistan both at Federal & Provincial Level (2) Inter-departmental coordination within Head Office with Senior Management & with Regional Offices (3) Scrutinize mails and other documentations & follow-ups on the same till its conclusion (4) Scheduling Meetings (5) Attending Guests & Visitors          (6) Keep track of important issues & related matters (7) Organizing & Supervision Filing System (8) Organizing Travelling, Boarding, Lodging (9) Arranging Visas.

     Rotation within PSO:          Consumer Business, Retail Business, Marketing Services, Corporate Planning & Strategy, 



         Internal Audit and Deputy Managing Director Finance / Chief Financial Officer.
Rotation History within PSO:

March 16, 2016

to 
April 15, 2016      

Consumer Business 





















*Mar. 16 to 21 Training*

April 16, 2016


to
May 15, 2016



Retail Business 

May 16, 2016


to
August 7, 2016


MD's Secretariat

August 8, 2016

to 
August 21, 2016   
Marketing Services

August 22, 2016

to 
January 14, 2016

Corporate Planning & Strategy
January 15, 2017 
to 
January 01, 2018

Internal Audit(*)
January 02, 2018
to  January 30, 2020
   DMD-F/CFO

(*)Role: Doing all the above and additionally looking after “Gift’s clearance” in strict compliance to PSO’s “Business Principle & Ethics Policy and Gift Disposal Manual” and responsibility of looking after the “Whistle Blowing Unit-WBU” which includes WBU’s Email, Voice and Fax messages received and following up till its conclusion.
 
( Feb., 2010 to Mar. 2016
Arif Habib Corporation Limited Parent & Flagship Company of Arif Habib Group, a well-known, very diversified & strong Group. Arif Habib Group is a multifarious Business Group of Pakistan whose main business activities include Asset Management, Stock Brokerage Services, Corporate Finance and Project Advisory and Private Equity. The Group also has significant holdings in Fertilizer, Cement, Steel, Insurance, Microfinance Banking, Dairies, Media, and Real Estate etc.
     Position:
           
         Senior Vice President – Principal Secretary to the Group Chairman.
     Reported by:      
         Two Office Assistants reporting directly to me. (1) Filing Assistant (2) For mails.
     Responsibilities:

(1) Review Group Chairman’s e-mails, take action where required and importantly be on the same page with the Group Chairman’s (2) Scrutinize hard mails and other documentations (3) Attending telephone calls (4) Maintaining calendars & diaries and follow ups  (5) Attending guests & visitors  (6) Keep track of important issues & related matters (7) Monitoring & supervising a large Filing System (8) Executing all the CSR & related matters including zakat, donations, advertisements, new items since initiation till the end of the (9) Interaction & coordination with Directors & Senior Management (10) Organizing Centralized Domestic & International Traveling, Accommodation, Transportation and Visas etc. (11) Arranging parties, dinners, luncheon, ground breakings, inaugurations and seminars domestically and globally.
( July 2004 to Jan. 2010
Arif Habib Investments Limited. A strong financial institution operating more than 10 Mutual Funds (both open end and close end mutual funds) operating under the umbrella of Arif Habib Group.

     Position:
           
           Vice President – Group Coordinator (reporting to Group Chairman & Chief Executive)

     Reported by:      
         Two Office Assistants reporting directly to me.
     Responsibilities:

Supporting & coordinating the Senior Management Group in a larger manner. Major responsibilities includes making Gist of E-mails for Group Chairman’s, Organizing Centralized Domestic & International Traveling, Hotel, Transportation and Visa Arrangements. Supervision of Group Chairman’s and Chief Executive’s Offices. Arranging parties, dinners, luncheon, and seminars domestically and globally.

(  Jan. 2001 to July 2004
J.P.Morgan Pakistan (Pvt) Ltd. A US based Multinational Investment Bank in Karachi. (Advisor to Government of Pakistan on various Privatization / Investment Projects and Member of Karachi Stock Exchange)

     Position:

         Administrative Coordinator cum Executive Secretary to Senior Country Officer

     Responsibilities:
          Supporting Investment Banking Staff in achieving day to day tasks, Coordination with top Group Executives around the world for various day to day queries, Handling of Centralized Domestic & International Traveling, Hotel and Transportation arrangements for locals & foreigners, Visa Arrangements, Supervision of Inward & Outward mailing system, Supervision of Senior Country Officer’s Office, Purchase of various required items with a view of cost control, Responsible for Stationary Printing etc., Supervision of Maintenance & Repair work, Independent Correspondence with Foreign Companies. Appointed Security Officer / Coordinator by Global Corporate Security Headquarter, Singapore for providing local and executive protection to foreigners visiting Pakistan.

(  July 1998 to Jan. 2001
National Investment Trust Limited (NITL). A public sector Financial Institution (The Largest Open End Mutual Fund in Pakistan) spreading over 24 branches all over Pakistan, worked in Head Office, Karachi. 

     Position:

         Executive Secretary to Chairman & Managing Director. (Officer Grade 5)

     Responsibilities:

Coordination with branches, Senior Executives & Heads of Departments, Supervising Chairman & MD’s Secretariat, Organizing Meetings with various Ministries & Multinational Firms, Independent Correspondence with various Blue Chip Industries, Travel Arrangements (Domestic/International, Visa Arrangements, Making Hotel Reservations, Supervising Inward Mail System, Keeping track of Private & Confidential Matters, Maintaining Personal Diary, Follow-up on various matters, Arranging Protocol for Ministers, Govt. Secretaries and Foreigners etc.

(  Oct. 1993 to June 1998
China Beijing Corporation for International Techno-Economic Cooperation. 
A Chinese Based Multinational Construction Corporation in Karachi (Government Contractors for Construction of Roads, Bridges & Drainage System etc.)

     Position:

          Executive Secretary to Chief Executive (Looking after 2 Chinese CEOs).

     Responsibilities:

Coordination with Local Executives, Correspondence with WAPDA and other International Donor Agencies, Preparing Tender Documents, Attending Tender Openings, Keeping Track of Confidential Matters, Import Documentation, Computer Supervision, Keeping Track of Bank Guarantees independently.

(  April 1991 to Oct. 1993
College of Physicians & Surgeons of Pakistan (CPSP). An autonomous Postgraduate Medical College affiliated with Royal College of Physicians of United Kingdom. Worked in Examination Dept., Dispatch Section, R.T.M.C. Dept., Library Section, P.M.R.C. Dept., and P.M.D.C. Dept.

     Position:

          Secretary to President.

     Responsibilities:

Computer Operation, Composing Dissertations (Books), Publishing Bulletins, Organizing Meetings of medical faculties, Organizing Clinical Courses, Coordinating for Medical Congresses and General Correspondence.

(  April 1989 to April 1991
Franco Ferri & Company Pakistan (Pvt) Ltd. An Italian based Multinational Company indenter for Centrifugal Pumps for SSGC & etc. Textile business namely Nova Textiles.

     Position:

          Secretary to Managing Director.

     Responsibilities:
          Computer Operation (Programming also), Textile Export Documentation, Calculation of Rebate Claims, Import Documentations, and Business Correspondences.

Milestones achieved in “EVENT MANAGEMENT”:

· 2002



International Tender Opening
, at Islamabad Marriott Hotel, working for JPMorgan Pakistan.

           Independently arranged an International Tender Opening at Islamabad Marriott Hotel
 while working for JPMorgan Pakistan in coordination with our UK based partners. The occasion was attended by more than 1,500 people. Amongst the participants there were Government’s high officials, foreign/local bidders, media men and dignitaries of Pakistan. The event was successful and we had privatized 9 oil wells of Sind, Pakistan through that bidding. (Stayed at Islamabad for more than a week to organize this)
· 2006



Ground Breaking Ceremony of Fatima Fertilizers at Sadiqabad, Rahim-Yar-Khan, Pakistan, 







working for Arif Habib Group.







Independently arranged and taken along 125 dignitaries of Karachi, in a PIA based Boeing Chartered 
Flight Pakistan to attend the above event. The participants were Chairman, Chief Executives and Presidents of all national and multinational Banks, NBFI’s, Investment Companies, Insurance Companies, Industrialists etc. This started with writing to them over fax, e-mails, getting confirmations, and finally to and from the destination on that chartered flight. The Prime Minister of Pakistan had done the Ground Breaking and there were several Federal Ministers i.e. Agricultural Minister, Finance Minister etc. attended this ceremony. (We went in the morning 8am and came back 6pm the same day).
·  2007


Asia Oceana Regional Meeting of Mutual Funds Association of Pakistan (MUFAP) at Lahore Pearl 






Continental Hotel, Pakistan, working for Arif Habib Group
In March, 2007 MUFAP had requested our Group Chairman for getting my assistance in managing their above event which included arranging Air Travel Tickets, Visa facilitation, Hotel Arrangements (Rooms and Banquets), Sight Seeing and many more for more than 60 International and around 60 Domestic participants. This took around 4 months of tireless (day & night) efforts working together with  MUFAP’s team, Event Management Company and Hotel Management to make this a real success. The conference cum meeting was a full 7day event. I got a Crystal Trophy and a Certificate for the services rendered for MUFAP. (Stayed at Lahore for more than a week to physically monitor, supervise and organize the event).
· 2008


Launching Ceremony of Arif Habib Investment Management Limited’s (AHIML) Funds at Dubai, 






UAE through Bank of Fujairah, UAE, working for Arif Habib Group.
In March, 2008, AHIML launched its product in Dubai through Bank of Fujairah at Le-Royal Meridien Hotel, Jumairah, Dubai. I had contacted Pakistan Business Forum “PBF” via e-mails, fax and SMSs and other targeted participants in the UAE. Around 300 people participated the event, amongst which Pakistanis were only 40 and the rest were from UAE (mostly from Dubai). I had to do complete arrangements in Dubai with the Hotel, event managers etc. as well as to handle travel, visa and accommodation for 40 people from our Group in Pakistan who had also attended this event. (Stayed at Dubai for more than a week to physically monitor, trouble shoot, supervise and organize the event).

Education:

· ICMA Part II


studied




studied




1994




Institute of Cost & Management Accountants Pakistan 

· B-COM





56.35%




2nd Div.



1993




University of Karachi.

· Intermediate


62.30%




"B"






1991




Intermediate Board, Karachi.

· Matriculation


79.41%




"A"






1989




Secondary Board, Karachi.

Additional Qualifications:

· 1988




L.C.C. Course (London Chamber of Commerce) Basic Accountancy Classes.

· 1989




Book Keeping (ACCOUNTING) from Ghulaman-e-Abbas School with 100% Marks.

· 1990




Typing course securing speed of 56 W.P.M. on Manual Typewriter, certified by Sindh Board of 








Technical Education and around 80 to 100 W.P.M. on Computer.

· 1993




Domestic Air Ticketing & Reservation Course from Aero Asia International (Airline).

· 1997-98


Sales & Marketing training with a world-renowned Japanese Multinational Company namely 











HONDA ATLAS POWER PRODUCTS (PVT) LTD., attached with, Japanese CEO.
· 2012




Diploma in “Human Resources” from “Pakistan Institute of Management (PIM)”.

Computer Knowledge:

Conversant with almost all latest Operating Systems, Word Processors, Composing Packages, Spread Sheets, File Maintenance Software and Graphics Packages etc.
Languages:
· Can Speak/Read/Write:



English, Urdu and Sindhi
.
· Can Speak (only):






Punjabi, Gujrati, and Memoni.

· Can Read/Write (only):



Arabic.
Hobbies: 

Writing Letters to Editors of Newspapers on current affairs and to get something specific done which is not attainable otherwise, Reading Books, Gardening and Photography.

Personal Data:
· Father’s Name:







Ali Hussain Kirmani
· Date of Birth:








September 30, 1973

· Place of Birth:







Karachi, Pakistan


· Marital Status:







Married

· Children:










3 daughters and 1 son
· Linked-In Profile:





https://pk.linkedin.com/in/kirmani92110
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