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COVER LETTER

Dear Sir/Madam,

 

 Over the last 5 years, I have worked in different industries like Telecom and Customer service parts to broaden my horizons. All these years, I have worked in different roles, from following, to leading and it has helped me groom my personality, making it flexible, to work with different people with different attitudes and values., will prove to be a fruitful learning experience for me and would provide challenging situations for my professional development.
 

If I had to identify two defining characteristics about myself, they would surely be my passion to learn and my innate drive to face challenging situations head-on. These consistent traits have ensured that neither my work progress, nor my personal life has ever been neglected. I enjoy immersing myself in unique, new experiences and for this reason, chose to work in a diverse environment throughout, and will help me attain a deeper insight into the corporate world of Dubai.

 

My resume (attached) contains additional information regarding my experiences and skill-set. I can be reached through email (zubairrangellahi@gmail.com), or on my cell phone (00971 567 029660)   

Thank you for considering my application. I look forward to hearing from you.

 

Objective
Working in a challenging and rewarding environment within a growth-oriented organization and utilize my educational and technical abilities for the benefit of the company. 

Professional Profile


Customer Relation Officer (Jan 2012 to Sep 2014 )
Sheikh Pipe Mills

Key Responsibilities:

· Looking forward to the customers outside Pakistan 

· Handling the details of the customer queries regarding the products

· Booking the products for the customers in Pakistan and outside Pakistan

· Keeping the record for the customers along with the product they require

Head Of Sales (April 2011 to Dec 2011)
Solotech Corp

Key Responsibilities:

· Create list of high profile organizations and companies
· Coordinate with Sales Team
· Find out links in Companies

· Arrange meetings with clients

· Briefing and presentation related to products

· Emailing our proposals and quotations
· Dealing with all the official documents related to sales and Customer needs

· Supervise all the activities of sales team daily and monthly.
Sales Agent: (Sep 2010 to Feb 2011)
Wi Tribe Pakistan
· Make Internet connections sales in the open market

· Direct Sales of Cards 
· Check and update the reports of the clients
· Get the bill paid before the billing date

Business Development Officer (June 2008 to Aug 2010)
Warid Telecom
Plans and coordinates client sales activities:

· Responsible for Sales and Promotions of the available services & products.
· Responsible for complete all pending statuary compliances

· Responsible to attend meeting

· Work like a trainer and will be responsible for query handling

· Responsible for existing operational function
· Develop proposal meetings and pursuit materials

· Nationwide top seller of Warid Telecom for 8 months.
Purchase Officer ( June 2007 to Dec 2007 )
Oak Enterprises

Worked as a Purchase Officer where my duties were:

Work under the direction of the Administrative Services Director
· Lead, manage and coach cross-functional teams through the strategic sourcing process
· Facilitate team meetings, prepare supporting documentation, conduct market research, develop
· Market analysis and assist with strategy development
· Responsible for maintaining the goals, standards, and objectives of the Administrative
      Services
· Department and the Purchasing Division
· Develop and facilitate training for city employees in purchasing policies, procedures and
      computer system

· Ensure quality standards are met through administration of purchasing complaints and

      resolutions provided by the departments 

· General office support service

Education
	Qualification
	Duration
	Grade/Marks
	Division
	Institute

	I.Com
	2003-2005
	D
	3rd  
	Superior College Lahore Pakistan

	Matriculation 
	2001-2003
	D
	3rd  
	Hamdard Public School


Computer Skills

· Microsoft office tools (word, excel, visio, access)

· CCNA AND CCNP

Language Competency

English
:  Fluent

Urdu

:  Fluent

Punjabi             : Fluent

Personal strengths

Strong communication, leadership, management, and problem solving skills. able to work with minimal supervision and as a co-operative team member, detail-oriented, self-motivated work style, proven ability to master new skill quickly, flexible with working hours and locations.
Interests & Activities

 Participation in various activities like sports, science fairs and quiz competitions at school and college level.  

Acheivements

Nation wide top seller in Warid Telecom for 8 continous months 

Reference

Available upon request.

