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	CAREER SUMMARY
A highly professional, dynamic, impeccably presented Sales representative with vast experience of maximizing the awareness and profitability of recognizable products. Experience of working in a fast paced environment and able to quickly understanding the mission, vision and values of an industry. Possessing a proven ability to work within a policy guidelines and create an image that is up to date and right for its audience. Now looking for a new and challenging managerial position, one which will make best use of my existing skills and also further my professional development.  
EXPERIENCE

Sales Representative

Pasha Traders business partners with Mobilink Telecom, Lahore, Pakistan
Jun 2013 –  Present Job
Interacting with the Sales Manager for determining the sales goals planning strategies to achieve the assigned targets. Maintain relationships with the existing clients and searching for new clients for building up the business network. Keeping track of the current market trends in Telecommunication market and communicate it to management. Sells telephone services to business accounts, Analyzes communication needs, recommend services and process orders. Contacts and visits customers to review telephone services, Analyzes communication needs of business establishments, using knowledge of type of business, available telephone equipment. Maintaining regular communication with the client to acquire the most recent information about their product and services. To aware about Provide telephonic as well as mail interaction clients products. Accurately describe a product features and benefits to a customer.
Sales Executive cum Administrator
Pilgrim LLC, Al-Qouz Dubai, UAE
Dec 2009 –  May 2013
Working as part of a team and supporting the office manager. Responsible for the day-to-day tasks and administrative duties of the office including covering the reception area. In a business critical role making a substantial contribution to the future growth of the company. Responsible for all corporate marketing, researching and planning campaigns, including the delivery and results for key strategic initiatives.
 Duties: 

· Meeting and greeting clients and visitors to the office. 

· Typing documents and distributing memos. 

· Supervising the work of office juniors and assigning work for them. 

· Handling incoming / outgoing calls, correspondence and filing. Faxing, printing, photocopying, filing and scanning. 

· Organizing business travel, itineraries, and accommodation for managers. 

· Monitoring inventory, office stock and ordering supplies as necessary.

·  Updating & maintain the holiday, absence and training records of staff. 

· Responsible for purchase orders. 

· Raising of purchase orders and invoice tracking.

·  Creating and modifying documents using Microsoft Office. 

· Setting up and coordinating meetings and conferences.

·  Involvement in social media implementation. 

· Updating, processing and filing of all documents.

· Online campaigns, web site, use of digital/social media. 
· Budget setting and control, including measurement and return on investment. 
· Management of sponsorships for conferences and events. 

	EDUCATION

MA (English Language & Literature) 
University of the Punjab, Lahore, Pakistan 

2008 | 2nd Division
Awards & Activities

· Functional English Certificate IH Dubai, UAE 2013
· Best Speaker Award, PAF PTTS, Kohat, Pakistan 2001
1 Year Military Training from Pakistan Air Force 2001
 Skills
· English Proficiency 
· Debate & Performing Arts  

· Communicative Skills
· Administrative Ability 
· Experience of Research 

· Easy with Computers 
· Energetic & Sociable 

· Diligent & Committed
    Driving License
· UAE D/L

· Light vehicle

· Validity till 2021
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13th Oct, 1984.
