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Profile

	At a glance


Experienced in developing and implementing competitive plans.

Excelled at interfacing with others at all levels to ensure organizational goals are attained.
Objective
To attain a management position with a growth potential organization, which provide opportunity for career advancement and constant challenges in the field of management.

Key competencies
Self-motivated achiever, committed to success by means of setting highest standards of efficiency, competence and integrity.

Ability to achieve immediate and long term goals and meet operational deadlines.

Strong management and leadership skills with experience in handling multiple tasks, people management.

Effective interpersonal and communication skills.

Excel with highly competitive environments where leadership skills are the keys to success.

An effective supervisor with the skills necessary to direct, train, and motivate the staff to its fullest potential.

Professional experience

	


October 2008 – To July 2012
Customer Services Officer (In bond & out bond).

Zong, China Mobile Company | Islamabad, Pakistan.
Answer calls and inquiries from all customers, individuals and SME, with courtesy, efficiency and professionalism.

Process all customer requests respecting the processes and procedures as defined by the Customer Care Supervisors/Manager.

Serve all customer contacts through all communication channels (Call, E-mail, Fax, etc).
Escalate inquiries/document to the appropriate responsible groups for the completion of customer requests that cannot be solved at their level.

Ensure that the customer is satisfied with the existing services and promptly assist in the identification of other services. Follow up and solve customer complaints.
July 2012 – To Date
Consular Assistant/Cashier, Consulate General of Pakistan, Dubai.

Working as an Assistant/Cashier dealing with the people face to face and also on phone provide information regarding the consulate’s policies and procedures also receive payment by cash. Issue receipts, refunds or change due to customers.

Count money in cash drawers at the beginning of the shifts to ensure that amounts are correct and that there is adequate change. Also worked in different departments on rotation.
Education

	


On Going (2010)

MBA

(Virtual University Of Pakistan, Islamabad, Pakistan) 

· Major Subjects, Finance

B.COM (2008)
(Punjab University, Lahore, Pakistan)

· Major Subjects, Commerce

HSSC (2006)
(Government College, Murree, Pakistan)

· Major Subjects, Computer Science

SSC (2004)
(Government High School, Murree, Pakistan)

· Major Subjects, Science

Computer Skills

	


Microsoft Disk operating system.

Microsoft Office (MS word, MS excel, MS power point, MS outlook).

Microsoft Windows (Vista, XP, 2000, ME, 98) partitioning, drivers, installation and trouble shooting.

Computer assembling, repairing and maintenance of accessories.

