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 Career Objective

  
Seeking employment that allows me to grow professionally, while being able to utilize my skills for the betterment of the organization with the best use of my dedication, determination and resourcefulness.

 Professional Experience

Dream co Express, Karachi, Pakistan

From Dec 2013 to July 2014

Account Asst, Receptionist 
Admin dept

Key Responsibilities:
· Receive, direct and relay telephone messages and fax messages
· Direct the First Nations Members and the general public to the appropriate staff

· Member

· Pick up and deliver the mail

· Open and date stamp all general correspondence

· Maintain the general filing system and file all correspondence

· Assist in the planning and preparation of meetings, conferences and conference

· telephone calls

Luxury Vacation Travel Karachi , Pakistan
From DEC 2012 to Nov 2013
Travel Agent 
Air Ticketing & Vacation package 
Key Responsibilities:
· Answer inquiries regarding information such as schedules, accommodations, procedures, and policies.
· Determine whether space is available on travel dates requested by customers, assigning requested spaces when available.
· Make and confirm reservations for transportation and accommodations, using telephones, faxes, mail, and computers. 
· Plan routes, itineraries, and accommodation details, and compute fares and fees, using schedules, rate books, computers.

· Confer with customers to determine their service requirements and travel preferences.

Converge Technology, Karachi, Pakistan
From Jan 2010  to Aug 2011
Technical support
Call Center Dept.

Key Responsibilities:
· To maintain logs of activities and completed work.

· To locate and correct data entry errors, or report them to supervisors.

· To compile, sort and verify the accuracy of data before it is entered.

· To compare data with source documents, or re-enter data in verification format to detect errors.. 

Bizties Enterprises Karachi , Pakistan.
From 2009 To 2010
Telephone Operator
Administration Dept.

Key Responsibilities:

· To answers all incoming telephone calls as a dedicated telephone operator in a professional and courteous manner and routes calls to the appropriate parties.

· To place new equipment orders after discussing with respective department.
· To organize and maintain disks and files and as a result should have good organization.                  

I.C.L pvt ltd Karachi, Pakistan.
From 2008 to 2009
Production supervisor 
Production dept,
Key Responsibilities:
·  To manage the section on behalf of, or in the absence of, the Production Manager, as directed 
· To assist in the management of all Health & Safety requirements within the section, as directed by the
Production Manager
	


· To assist with all technical requirements within the section/factory
· To monitor, record and contribute to the development of factory employees and ensure on-going 

  training and development is incorporated into individual training plans  
	

	

	

	


Gul Ahmed Textile , Karachi ,Pakistan
From 2006 to 2007
Asst. supervisor 
Production dept,
Key Responsibilities:
· To assist the Employment Development Team in developing strategies to move employees into 

mainstream employment with support, as required
· To input data on to the computer system, as required 
· To assist in organizing transport for deliveries and pick-ups 
· To ensure all necessary administration is completed eg route cards, employee reports, attendance
 information & induction programmers
	

	


Academic Qualification

· B.Com  from Karachi University
· Intermediate from elementary  Board (2006)
· Matriculation from Secondary Board ( S.S.C) (2004)
Additional Courses

· Office Automation course: Skill Development Institute Of Karachi (2009)

 Operating Systems and Software Skills

· Excellent command over Microsoft Word, Excel and Power Point applications in Windows 98, 2000, XP & Vista.
 Languages


· English & Urdu. 
Personal Information

Date of Birth

: 20/02/1983
Nationality

: Pakistani

Religion                         : Islam

Marital Status

: Single
Visa Status 

: Visit Visa 
Reference

Available on request






