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D.O.B8TH Sep, 1988
Nationality   Pakistani

Marital Status:        Single

Status                       Visit Visa 
OBJECTIVES
· Develop a dynamic career in the field of modern general banking and business intelligence network of market as a legend.

· To establish easy and best customer services infrastructure among business investors in the global village market and corporate sector.

· To improve local corporate image & to enhance negotiation skills.

· To improve motivation and commitment of staff.

· To manage the market demands to ensure highest level of quality assurance of operational activities to ensure the internal customers’ needs are met.

ACADEMICS 
· B.Com from Islamic University Pakistan.

·  I.com: Punjab Collage of Information Technology.

·  Matriculation: Oxbridge Secondary School.
PROFESSIONAL EXPERIENCE 
SHERATON DUBAI 

I worked in Sheraton hotel in Front office Department Operator (Telecommunications Department).

· Handling PBX Switch-Board internal and external calls.
· Handling in house guest request and quarries and forward the request to the concern department.
· Maintain Log Books and records for the jobs or events that occur in the System.

· Monitor and control work flow through job queries and console messages as required or assigned to ensure that the completion deadlines and production standards are met.

· Generating reports in SGR and Opera regarding room occupations.
· Worked as a GSA (Guest Services Agent).

Sales Executive at SERENA 
· Worked as a Sales Executive in Serena Hotel.
· Listening to customer requirements and presenting appropriately to make a sale.
· Maintaining and developing relationships with existing customers in person and via telephone calls and emails.
· Cold calling to arrange meetings with potential customers to prospect for new business.
· Responding to incoming email and phone enquiries.
· Acting as a contact between a company and its existing and potential market.
· Negotiating the terms of an agreement and closing sales.
· Gathering market and customer information.
· Representing their company at trade exhibitions, events and demonstrations.
· Negotiating on price, costs, delivery and specifications with buyers and managers.
· Challenging any objections with a view to getting the customer to buy.
· Advising on forthcoming product developments and discussing special promotions.
· Liaising with suppliers to check the progress of existing orders.
· Checking the quantities of goods on display and in stock.
· Recording sales and order information and sending copies to the sales office, or entering figures into a computer system;

· Reviewing your own sales performance, aiming to meet or exceed targets.
· Gaining a clear understanding of customers' businesses and requirements.
· Making accurate, rapid cost calculations and providing customers with quotations
· Feeding future buying trends back to employers.
· Attending team meeting and sharing best practice with colleagues.
EMAAR PROPERTIES DUBAI 

· Assisting Client in the field visit.
· Supervision of the Construction site and labor.
· Problem- Solving on the field directly reporting to the Senior Manager.
· Creating commissions and incentives on Monthly basis for target Achievement.
· Employee Record Maintenance and Site Expense reporting.
METRO (HEAD OFFICE)
I  Worked with Metro Shoes (Head Office) as an Assistant Manager HR for 2 Years.
· Handling all payrolls HO, WH & Branches.

· Internal Transfers, Verifications, & Attendance.

· Day to Day Emails Regarding Commissions, Quarries of Salaries.

· Approval of Commissions.

· Branches Expense Report.

· Meeting Minutes.
· Bonus of HO, WH & Branches.

· Employee Record Maintenance.

· Maintain Leave Records.

· L.T.A & S.T.A of Branches.

· Balancing and Reconciliation of Legers with Accounts Department.

· Target Incentive of Branches.

· Daily Vouchers Follow up.

· Audit Query Related to Salaries.

· Audit Deductions.

· Training Plans.

· Conducting Interviews.

· Retail Staff Uniform Approvals.

· ASM, s Visit Reports Follow ups.

· Terminations, Suspensions, Appointment Letters, Offer Letters & Waning Letters.

· Implementation of Employees Codes in AX Software & Payroll. 
Logistics Co-Coordinator in Metro

· Approving time sheets for delivery.

· Signing payment vouchers

· Monitoring cargo movement through the tracking system

· Issuing fuel cards to drivers

· Developing new duty rosters for drivers

· Scheduling maintenance charts for all vehicles

· Radio communication with  drivers to report progress

· Writing difficulty reports on all vehicles

· Scheduling repairs and test drives for vehicles

· Handling inventory

· Delivery of vehicles

INTERNSHIP 
· Internship  at GEM Organization (Global Exhibition Marketing) in Karachi

CRO (Customer Relation Officer)/Accountant for 6 Months
PROFESSIONAL EXPERTIES 

· Complete Computer operation, Banking Software, SGR, OPERA, MS OFFICE/Excel &Internet.

· Proficient in Marketing Management System.

· Efficient in banking operations & Office Administration. 

· Implementation of Payroll and employee data in AX Software.
COMMUNICATION SKILLS
· Good Relations with Retailers, Business Communities and the Media.
· Fluent in English, Urdu (Speaking Languages) & Highly Skilled Sign Language.
· First prize in spelling competition during my Matriculation.
ACHIEVEMENTS 

· Awarded Gold Medal for Swimming.

· Trophy Granted as a Cricket Captain 1st Position.

· Certificate as a position Holder during my Matriculation.

· Certificate in Business Communication & Report Writing Organized by SMEDA Islamabad.
· Membership at English Speaking Union.
