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Visit Visa 
	oBJECTIVE
	
	To pursue my career in dynamic and career oriented organization from where I can learn more, and enhance my abilities and potential and in the process contribute positively towards the development of the organization.

	Education
	
	· Masters in Business Administration Specialized in Finance (2009)
· Bachelor in Commerce  (2005)

	Skills & Abilities
	
	Computer Skills
Customer Service & Satisfaction 
Administrative & Management Skills
Problem Solving and Decision Making
Coaching for Enhanced Performance
Critical Thinking & Innovation
	Ms. office, Outlook, knowledge of computer hardware and software 
Resolve complex issues and win customer loyalty 
Commitment to customer service and to build productive relationships.
Manage overall managerial work. In-depth experience of administrative work.
Identifying, analyzing the problem and creating alternative solutions
People grooming, training, motivation and enhancing performance
Observation, interpretation, analysis, inference, evaluation

	Experience
	
	ALLIED BANK LTD |Faisalabad, Pakistan| 
February 2013  – January 2014
Public Relationship Officer
Responsibilities:
· Manage the team of Customer Services Representatives by walking around and be visible to answer questions
· Take calls that agents can't handle and be available when an agent appears to need assistance
· To prepare & maintain daily analysis activity report
· Analyzing and evaluating the calls of all team members
· Managing and forwarding the performance report to the management and reporting the management regarding daily sales target achieved
· Establish monthly meetings with other departments to review co-ordination operations like Human Resource, Operations Department, Recruitment Department etc.
· Enhances organization reputation by accepting ownership for accomplishing new and different requests; exploring opportunities to add value to job accomplishments
NIAGARA MILLS PVT LTD |Faisalabad, Pakistan|
June 2010 – December 2010 |

TELE-SALE OFFICER 
Responsibilities:
· Manage orders from customers over phone and answer their quiries
· Find new potential customers and provide satisfactory services to new and existing customers
· Establish monthly meetings with other departments to review co-ordination operations like Operations Department, Operation Department, Recovery Department etc.

	                                
	
	NIAGARA MILLS PVT LTD |Faisalabad, Pakistan| 

January 2010  – June 2010

Assistant MArketing Manager

Responsibilities:

· To prepare & maintain daily analysis activity report
· Analyzing and evaluating and gathering market interests

· Managing and forwarding the performance report to the manager and reporting the management regarding daily sales target achieved

· Enhances organization reputation by accepting ownership for accomplishing new and different requests; exploring opportunities to add value to job accomplishments

SHAHBAZ Garments PVT LTD |Faisalabad, Pakistan| 

January 2006  – October 2007
Accounts Asisstant
Responsibilities:

· provide administrative support to accounts manager

· Undertaking clerical tasks such as typing, filing, making phone calls, handling mail and basic bookkeeping.

· Working directly for accounting manager to maintain the office and keep it running smoothly. 

· Working with spreadsheets, sales and purchase ledgers and journals.

· Preparing statutory accounts.

· Calculating and checking to make sure payments, amounts and records are correct.

· Sorting out incoming and outgoing daily post and answering any queries. 
· Managing petty cash transactions. 
· Controlling credit and chasing debt. 
· Reconciling finance accounts and direct debits.

ALLIED BANK LTD |Faisalabad, Pakistan| 

August 2005  – October 2005
WORK AS AN INTERNEE
Responsibilities:

· Demonstrate the highest level of professionalism, which includes arriving on time for designated work, notifying the supervisor for the established schedule

· Ddressing to the standards of the organization and the work being performed.
· Respect the organization’s reporting structure and follow the policies and procedures of the organization.

· Communicate effectively with the supervisor and other staff within the organization; accept and apply critiques and suggestions to daily work in an effort to become more productive and efficient.

· Complete and submit to supervisor Weekly Time Logs. Complete and discuss with the supervisor the midterm and final evaluations.

· Communicate with supervisor any issues that may affect performance of assigned responsibilities or the overall success of the experience.



	Finance and Sales Projects
	
	· Project of Organizational Behavior on National Bank of Pakistan

· Recruitment Project on Allied Bank Ltd Pakistan

· Financial Analysis of Chenab Textile Mills Pakistan & Nishat Mills Ltd Pakistan

· Research Project on Mutual Funds Industry and its performance in stock exchange of Pakistan

· Made an original business plan as an Entrepreneur

· Project of analysis K.S.E .D.R of different shareholder companies in Pakistan.

· Did my projects on textile sales and their balance sheet. 
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