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Curriculum Vitae

	
	


	Objective

education

work experience

                other skills

interests

PERSONAL dETAILS 


	To join a progress oriented organization that offers challenges in the areas of career growth and opportunities whereby my education and natural capabilities will assist me in gaining vital experience

· Bachelors in Commerce- Govt. Commerce College for Commerce & Economics (Affiliated with The University of Karachi)- Second Division
· High School Certificate- Defense Authority Sheikh Khalifa Bin Zayed College – (DA – SKBZ) – Second Division.

· Matriculation- St. Patrick’s Boys High School – First Division.

· Australian Immigration Network & IT                  
      1st March 2009 till date 
       Manager Student Section – Australia & New Zealand
             Job description:

            Give Career Counselling to interested students.

            Reviewing and finalizing admission applications

            Maintaining correspondence with College / Universities through

            Microsoft Outlook.

            Helping students to meet the given criteria for a student visa.

            Maintaining relations with financial institutions regarding

            Running finance and student loans.

            Reviewing and finalizing student visa applications.
            Continue correspondence with the Department until the Visa 

            Decision

            Arranging meetings and Seminars between clients and

            University Representatives.

            Maintaining KPI’s (Key Performance Indicators) for the Staff.

            Marketing our services through e-advertisement and daily dawn.

            Responsible for maintaining accounts between clients, staff and 

            educational institutions.

            Calculating salaries of the staff at the end of each month.

· Knowledge Management- July 2006 to December 2006
       (International Recruiting Contact Centre)

       Customer Service Executive

             Job description:

             Making international calls regarding jobs.

             Maintaining and filing of reports.
             Dealing directly with offshore customers.
· Absolute Source- July 2005 to March 2006
     (International Finance Call Centre)

       Team Leader

            Job description:

          Leading a team of ten customer service agents.

            Coordinating, preparing, maintaining and filing reports on MS
            EXCEL.

            Prepare presentations on MS POWERPOINT.

            Directly reporting to the client offshore.
Languages:  

English


Read, Speak, Write 
(Proficient)

Urdu



Read, Speak, Write 
(Competent)

Computer literacy:

Working knowledge of all Microsoft packages

Word/Excel/PowerPoint.

Short Courses & Certifications:
Basic Air ticketing Course - Global Aviation Institute
IELTS Academic Test Score L:8.5, R:6.0, W:7.0, S:7.0, OA: 7.0

Time Management Training
Fishing, Hunting & Surfing the Web.  I also enjoy social welfare activity programs and projects.
Date of birth:   September 1st, 1987
Nationality: Pakistani

Marital status: Single


	
	

	
	


