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          CURRICULUM VITAE

Niaz                                          

Niaz.179342@2freemail.com 
Objective
To take up a challenging position in an organization that provides an environment conductive to enjoying work that utilizes my knowledge and diversified exposure and capabilities towards achievement of the organization’s missions and objectives
Professional Skill Summary

· Excellent interpersonal skills, confidence and poised in interactions with individuals of all levels, readily developing rapport with clients and colleagues utilizing my theoretical and training knowledge in the hospitality field

· Energetic and self-motivated with exceptional problem-solving skills and ability to work in both independent and team environments

· Adapt at listening to clients needs, developing mutually beneficial solutions

· Confident to impress the clients and superiors delivering dedicated service in my best level always
Best Achievements 

· BEST EMPLOYEE OF THE MONTH AWARD-2008

· CERTIFICATE OF APPRECIATION- FOOD & BEVERAGE DEPARTMENT

· ESSENTIAL FRONT OFFICE TRAINING CERTIFICATE

· ENHANCING THE GUEST EXPERIENCE CERTIFICATE FROM CLOUD9 CLUB (Ex UN CLUB) Islamabad

· Bank Assurance Certification EFU Life Assurance Ltd. Barclay Bank Islamabad
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Work Experience 

· Barclays Bank PLC

       F-7 Branch Jinnah Super Islamabad.

19th Feb, 2011 to February, 2012                      Lead Generator.

· Sold Banking products like insurance and bank accounts (General  & Premier) to clients.
· Create new relationships for the bank by attracting new clients through client’s visits.

· Managed personnel portfolio valued at more than Rs.10.00 million.

· Expanded the bank’s customer’s network through using personal references.

 Cloud9 International Club
                    2Hill Road F6-3 Islamabad.
      General Manager
                                       January, 2010 to Oct, 2012
· Carry out the day to day administration of the front office, including answering telephones, emails, the distribution of post

· Plan and coordinate friendly, efficient services to guests
· Report to the Building Office any maintenance that needs attention  
· Sold memberships of club facilities (Gym and Pool) to clients

· Managed team of subordinates to run the club premises efficiently

· Organized various events and concerts that took place 

· Coordinate and supervise all activities for guests

· Assist guests with language and culture 

Despardes Restaurent                          Saidpur Model Village Islamabad.
  Accounts Manager

1st April, 2008 to Dec, 2010

· Responsible for cash management and all business transaction 

· Food and Beverage kitchen/ restaurant management 
· Telephones, reservations
· Check received stock against invoices

· Take inventory

· Order supplies

‘NADRA Swift Registration Center

· NSRC’s DEO

 Jully01, 2005 to june.2006                         ‘NADRA Swift Registration Center
· Individuals Data Collections.

· Applicants Registration under online verification System.

· Controlling and Supervision of NSRC’s Records

QUALIFICATIONS
Jan 1999- Jan 2000, Metric Examination
Govt. Model High School Sargodha, Pakistan
Matriculation Exams Board of Intermediate & Secondary Education

Jun 2000- Dec 2002, D.COM Examination
GOVT. COLLEGE OF COMMERCE EDUCATION PAKISTAN                           
Diploma in Commerce Punjab Board of Technical Education Lahore 
March 2003- Jan 2005 B.COM IT Examination
GOVT. COLLEGE OF COMMERCE EDUCATION PAKISTAN                           
Bachelors of Commerce Punjab University Lahore 
Computer Skills
· MS-OFFICE 2010 (Word, Excel, PowerPoint)

· Running Application Software’s

· Internet Browsing, Mail etc

· Data Entry Operator

· Accounting Softwares

Personal Data

Date of Birth             
            : Jully10th, 1982

Nationality                 
: Pakistan

Marital Status            

: Single

English



: Good Speaking Writing and Understanding.

Urdu



: Excellent Speaking Writing and Understanding.

Hobbies


: Watching and playing cricket,

  Internet Browsing, Chatting etc.

Reference 


Can be provided if required.

Visa Status                             : Visit Visa  
Reference
Available upon request


