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SUMMARY
Profile 
                          
 Male, 24, Single

Nationality                     
 Pakistan

Languages                                  English, Urdu, Hindi

Current Location
  
 Dubai, UAE

Visa Status 

  
 Visit Visa

Salary Expectation 
  
 AED 4,000/-

	Academia

	MBA Marketing (1.5)                                             2012-2013                                 CGPA 2.81
Air University Islamabad (Multan Campus)     
BS Commerce (Honors)                                          2007-2011

            CGPA 2.54
Bahauddin Zakariya University Multan
High School (FSc)                                                     2005-2007                                 Marks: 67%

Central Degree College Multan    
Matriculation                                                             2003-2005                                 Marks: 70%
Govt.Comprehensive School Multan        
              
                                        





                               
Experience
· Worked as a Customer Support Officer at “Total Assist Concerns” from  October 28, 2013 to December 26, 2014. Job description includes all the customer support activities on behalf of clients for active shoppers of online stores listed at New Zealand’s major marketplace known as Trade Me.
Main Responsibilities: 

· Develop an understanding of customers' needs and take actions to ensure that such needs are met. 

· Process sales order in a timely manner including reviewing and checking orders according to established department policies and procedures.

· Compute prices, discounts, and shipping charges as required.

· Prepare quotes, invoices and delivery orders through Company’s software OMINS in a timely manner.

· Prepare shipment documents and forwards to the customers..

· Coordinate with client and shipping company to ensure that the documents are followed according to the contract.

· Ensure compliance with regulatory and competent authorities.

· Maintain sufficient filing systems, within the email system (outlook), computer hard-drive and network server and also for hard-copy purchase orders.

· Coordinate with the 3rd Party Logistics Provider (3PL) to obtain information relating to the preparation and shipping of customer purchase orders.

· Deal with faulty Product requests from customers, notifying the 3PL and Credit Control of pending returns.

· Handle and resolve queries raised by Customers, Sales Manager or the Finance Department.

· Prepare tracking sheet (excel) to monitor the confirmed sales orders shipments.

Professional Trainings
· Successfully completed 6 weeks Internship at “Shamim & Co. Pepsi Cola Multan”  and observed the working the departments of Marketing, Accounts, Finance, Human Resource and Audit. 
· Successfully participated at a Seminar on the topic of “Standards & Quality awareness in Southern Punjab” organized by Air University.
· Successfully participated at a Seminar on “Marketing by Nestle Pakistan” organized by Air University.
· Successfully participated at a Seminar on “Distribution Management of Telenor Pakistan” organized by Air University. 
Administrative Assignments
· Member Media & Promotion Society Air University.

	Strengths/Skills
	· Good Communication Skills, Facing audience, Leadership quality in a teamwork
· Fluent in Written / Spoken English, Urdu
· MS Word, Excel, Power point 
· Time Management, Honest, Obedient, Loyal, Work Friendly

	Fields of Interest
	· Services Marketing, Sales Management, Operations Management, TQM

	
	

	Research Projects

	· A Six Credit Hours of Research Project During BS Commerce on the Topic of  “Seasonal Behavior of KSE 100 Index, An Analysis of Quarterly Stock Returns for the Period of 1999-2010 ”.
· A Six Credit Hours of Research Project During MBA Marketing on the Topic of   “Antecedents and consequences of corporate image: A Comparative Study between Conventional Banks and Islamic Banks”.


References will be provided on demand. Reference will be provided on demand.









Career Objectives               To integrate my professional learning experience into the organizational environment for


                                              the mutual benefit and growth of the Employer, Community and My own Self.


                                               


                                                


                                          


                                               








