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​​ Objectives:

Seeking a challenging position in a progressive organization with an aim to contribute positively towards the achievement of its objectives to the best of my capabilities and to develop and improve my professional skills.
Personal Information:

Marital Status:



Married

Date of Birth:



19-10-1982

Religion & Nationality:


Christian & Pakistan

Qualifications:      

Degree



Year



Institute 

M.Sc. (Statistics)


2005-2007


Kinnaird College, Lahore

B.Sc. (General Science)

2001-2003 


Govt. College, Wahdat Road

F. Sc. (General Science)

1999-2001


Govt. College, Wahdat Road

Metric in Science


1997-1999


St. Mary’s Convent, Multan

Professional Experiences:- 



M/s Expeditors International Pakistan


   November 2015 till end of July 2017 
Responsibilities as Sales Operations:
 

· Manage monthly delivery of key reports to the District Sales Manager.

· Manage weekly sales meetings, as directed by the District Sales Manager.

· Organize sales events to drive existing and new customer engagement.
· Ensure updated marketing materials are accessible to Sales team and create customer-focused PowerPoint presentations from various marketing material. Work with CHQ-Marketing team for customized content when needed.

· Manage company visitors and arrange meeting schedules with sales team. 

· Deliver qualified sales leads to sales team. 

· Deliver and coordinate bid response information requested by the local Sales team or the Expeditors network.

· Update CRM and ensure data integrity measurements are met for the branch.

· Take on additional assignments, as required, in support of company needs.
· Maintain daily inquiries sheet of LHE district, product vise bifurcation of sales queries. 
· Pro-actively provide pricing alternatives, routing solutions and technical assistance to clients through internal sales both regional and global.

· Respond to requests for proposal, quotation or information timely and with market competitive pricing matching the scope of service required by the customer.

· Send arrival notice to customers for all air import prepaid shipments.

· Communicate with origin if consignee need any amendment in AWB from PREPAID shipments. 

· Check recap settlement and communicate with origin office to fix negative Recap. 

· Search qualified leads from IGM / MQL, Data Alignment and from Sales Dashboard and enter into CRM. Also get weekly follow-up on sales leads. 

· Organize training sessions related to Sales for branch, as directed by the District Sales Manager.

· Attend training & development sessions to understand the requirements of Sales.
M/s DSV AIR & SEA (PVT) Limited (Lahore-Pakistan)

June 2014 till October 2015.
Responsibilities as Customer Services Executive:
 

· Customer Service

· Rate negotiations [ocean import and air import] with agents from different origins in the world for import shipments

· Quoting rates to local and foreign clients and buying offices

· Coordination with the agents and airlines for smooth handing of the shipments as per plan

· Tracking of shipments from Web on daily basis or as per consignee’s requirement

· Issuance of delivery order keeping in view the freight terms
· Record keeping of all import files

· Tele marketing with nominated clients for free hand cargo

· All kind of daily, weekly, monthly and yearly reports to the management account wise, origin wise and tonnage reports etc.
· Preparing and updating data base of all agents, all clients and airlines etc.
M/s Agility Logistics (PVT.) Ltd. (Lahore-Pakistan)

August 2009 till October 2012
Responsibilities as:  Customer Services Executive (Freight Forwarding)

· Communication with counterparts, shippers, consignee’s, shipping lines, airlines, branch offices & head office.

· Daily, weekly, fortnightly, monthly & annual reports to the middle/top management

· Client targeting, analysis, focusing on profit oriented business etc.

· Rate negotiations with origin offices as well as with the clients.

· Payment follow-ups, settlements.

· Operations & after sales service.

· Coordination with CSD team (Customer Services Department) and pricing department.

· Meeting arrangements for business developments. 

· Responsible for repeat business of all key accounts assigned to Lahore branch

M/s Lateef Sons, Pakistan






May 2008 to July 2009
Responsibilities as: Business Coordinator

· Answer telephone calls and relay messages to Sales Representative 

· Maintain the Vendor/customer  files according to company policy;

· Prepare and track sales Proposals/agreements.

· Assist to maintain the customer base through good service and customer support.

· Handle incoming sales calls and potential new contract opportunities.

· Generate MIS reports to review with Department Head.

· Follow up on commitments with customers to  

· Exploring and introducing new Core Customers.

· Managing and organizing meetings between clients and Marketing Department

M/s Kinnaird College for Women, Lahore              



May 2004 till April 2008
Responsibilities as: Administrator Officer 

· Responsible to oversee & implement administrative procedures, establish work priorities and co-ordinate work of departments

· Carry out administrative activities associated with admissions to post-graduate applicants

· Co-ordinate and plan for office services, such as students accommodations, offices equipment, supplies, forms, student cards and maintenance of student record

· Assist in preparation of operating budget and maintain inventory and budgetary controls

· Assemble data and prepare periodic and special report and correspondence with faculty members, students and the parents. 
Computer skills

· Basic Computer Foundation

· Microsoft Word (Formatting).

· Microsoft Excel (Prepare work sheet).

· Basic Computer Hardware

· E-Mail Communication 

· Microsoft Office 

Skills Summary

· Sales Coordination

· Report Preparation 

· Written Correspondence


· Computer Savvy

· Customer Service 

· Scheduling


· Irate Customer Handling

· Front-Office Operations

REFERENCES

Available Upon demand[image: image2]
_1561362052

