CV No: 117294
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
Personal Details:
Date of birth

: 
October 10, 1981


Visa status

:
Visit
Career Objectives:

I am seeking a career oriented position to develop my personal abilities and skills in a dynamic and progressive environment of an esteemed organization, where I can put my experiences to satisfy my superiors and to excel in my future career.
Professional Experience: 

· Designation: Administration In-charge


  Duration: Nov 2010 to till date.
Name of the company: Services, Khohar - Pakistan.
Responsibilities:

· I was looking after all the day to day operations of the business.
· Meeting with the customers regularly and reply to their inquiries and resolve their issues and problems.
· Work to develop the network and improve the business.
· Manage the service providing team and monitor their activities on regular basis.
· Prepare the duties of the staff and make sure that they comply with the requirements. 
· Fulfill the requirements of the staff and assist them to meet the customer’s needs.
· Designation: Accounts Assistant 


         Duration: Feb 2009 to May 2010.

Name of the company: Sarco Transport, Sharjah - UAE.

Responsibilities:

· Managing the accounts of the company, under the supervision of owners.
· I was receiving new inquiries through e-mail and telephone and preparing quotations for them as per their demands.
· Preparing invoices for existing clients and following up for the payments.
· Handles receivables and deposit them in the bank and record was maintained.
· Maintaining the record of each vehicle as per number of hours and sites.
· Handling patty cash of the company and maintain the record.
· Designation: Self Owned



           Duration: Oct 2006 to Jan 2009.

Name of the company: Khohar General Store, Sarai Alamgir - Pakistan.

Responsibilities:
· I was running the store along with the coordination of a partner.
· Welcome and connect with every customer.

· Discover customer’s needs and suggest products to every customer appropriately.

· Meet customer’s demands and fulfill their expectation to meet the objective by increasing sales and improving profit.

· Preparing the daily sales report and following cash handling procedures.

· Stock inventory was done quarterly to control the discrepancy.

· Follow the market trends and run special offers.
· Designation: Waiter



         
         Duration: Dec 2005 to May 2006.

Name of the company: Shan Restaurant (Asian Cuisine), Scotland - UK.

Responsibilities:
· My core responsibility was to welcome the customers with the smile and greetings of the day and assist them to the convenient place as per their choice.
· Taking customers orders and serve them by considering their expectations.
· Follows the Health, Safety and Sanitation guidelines for all products as per the set criteria.
· Maintain the high level of Customer Service and assure customer’s satisfaction. 

· I contribute to the best of my abilities to achieve the company goal like to increase sales by wining the customer loyalty.

Academic Qualification: 

(
Diploma in Commerce (D. Com), 
Subjects: Accounting, 
Grade obtained: D
From The Punjab Board of Technical Education, Lahore – Pakistan.


To accomplish the requirement of the Board I have completed Six Weeks training in Muslim Commercial Bank Limited Sarai Alamgir Branch (District Gujrat). 

(
Secondary School Certificate (S.S.C), 
Subjects: Science, 

Grade obtained: C

From The Board of Intermediate & Secondary Education, Rawalpindi – Pakistan.
Technical Qualification: 

(
Certificate of Merit in Computer Applications, 


From Captain Muazzam Ali Shaheed College of Computer Sciences, Jhelum – Pakistan. 
Computer Skills: Internet, E-mail, MS office, Word, Excel & PowerPoint.


(
Certificate for Office Management of Computer, 


From Sarfraz Learning System (SLS) College, Jhelum – Pakistan, for Two Months.
(
Certificate of General English Language, 


From Sarfraz Learning System (SLS) College, Jhelum – Pakistan, for Two Months.

Other Achievements: 

· I was a member of Chamber of Commerce & Industries District Gujrat, for Two years.

· I was a member of Al Mustafa Citizen Community Board & Al Mustafa Welfare Society Khohar, for Three years. This society is registered with National Commission for Human Development & Community Development District Gujrat, Pakistan.
Languages Known:




Speaking 

Reading 

Writing
English

:
Good


Good


Good

Urdu

:
Excellent 

Excellent

Excellent

Punjabi

:
Excellent 

Excellent

Excellent
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