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	To obtain a position that will enable me to use my strong organizational skills, educational background, and ability to work well with people. 
· Experience in Coordination, Customer Services and Telemarketing jobs.
· Exposure of different industries by doing Internships.
· Quick learner with good educational record.
· Professional image and excellent communication skills.
· Ability to interact effectively with different types of people.
· Ability to work under pressure.
Sales Coordinator

Water Seal Insulation Mat. Cont. Co. Sharjah, UAE 

April 2011 – Till now
Working in sales department and coordinating in all the sales related activities. The main responsibilities are:

· Coordinating with sales engineers about received inquires and correspondences from main contractor and clients.

· Preparing quotations of received inquiries and doing follow up after sending quotation.
· Preparing letters and updating the list of received letters from clients.

· Telephonic conversation with clients and providing them information about our products and services.
· Promoting the facilities of the organization to fresh and existing customers.
·  Coordinating and responding to all requests of internal meetings.
· Preparing minutes of meeting.
· Information of technical data sheets.

· Updating of data base of received Inquiries and correspondences. 

· Following clients for receiving of retention payments and arranging meetings wherever required.
Bank Al-Falah, Lahore, Pakistan.

June 2009 - August 2009

Internship in Bank Al-Falah LTD (Islamic Banking Group) and worked in
· Human Resource and Credit Department
Customer Services Representative

Pakistan Telecommunication Ltd, Lahore, Pakistan.
April 2008 - February 2009
· Responsible for receiving calls of PTCL (Vfone) customers from all over the Pakistan.
· Providing information to customers and solving their queries.
· Forwarding complaints of customers to our technical department and giving feed back to customers etc.
Master in Business Administration (MBA) 2009.

Cumulative Grade Point Average (CGPA) 3.42

National College of Business Administration & Economics. (NCBA&E)

Bachelor of Business Administration (BBA Hons) 2008.
Cumulative Grade Point Average (CGPA) 3.15
National College of Business Administration & Economics. (NCBA&E)
Enterprise Business Applications: Using Oracle 11g.

· Introduction of DBMS and Client/Server Architecture.

· Installation of Oracle Database 11g and Oracle Developer Suite 10 & 11g.

· Oracle Forms and Reports. PL/SQL: Language, Syntax, Structure.
· Oracle’s Java Programming Language.

· Oracle Enterprise Linux 5.5, PERL.

Microsoft Office 2007.
· MS Word        MS Excel         MS Power Point etc
References will be provided on demand.


