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[image: image2.jpg]


                                                                                                                                    
SUMMARY:
M.B.A 
professional with more than 4 years of progressive experience within diversified industries. Demonstrated expertise in customer services, administration and purchasing with outstanding ability to ensure all the fuctions are well controlled and maintained through effective management and liaison with team members. Proactive and well organized team player with high degree of attention and strong commitment to work plus excellent communication, negotiation, organizational problem solving, and time management skills. Seeks a more challenging work profile to utilize gained experience and management skills to contribute in the organizational growth and in personal career growth. 
STRENGTHS:
· Highly Conversant in Tally ERP 9 & Visual basic.

· Attended and received Dubai municipality approved basic food hygiene training (course) certificate.

· Attended internal auditor course (workshop) in food section approved from Dubai Municipality to coordinate with the QA department to improve the quality and sales service.

· MS Office based application like MS Word, MS Excel and Outlook.

· Hardworking target driven and proactive. 

· Ability to learn and apply new skills fast.

· Effectively work in-group & independently.

· Adaptable to challenging business scenarios.

· Goal Oriented – Reliable – Dynamic.

· U.A.E Valid Driving License
   3407527
CAREER SNAPSHOT:
· AL MAHABA GROUP OF COMPANIES (UAE).

· Customer Services Executive. 




        July 1st 2016 – To date.

· Assistant Admin Manager.
 


   March 03rd, 2014 – June 29th 2016.

RESPONSIBLITIES:
· Managing a high volume workload within the deadline driven environment.

· Responded promptly and answered/resolved customer inquiries and complaints.

· To arrange meetings on quarterly basis with the customers especially with M.H.Al-Shaya and Al-Tayer and Atlantis the palm etc, to increase the sales.
· Managing customers database accounts, performing customer verification and processing the applications.

· Communicating directly with customers by phone, electronically or face to face meetings.
· Managed and supervised a team a team of customer services representative.(Total no.7).
· To make sales report on daily and fortnightly basis and reporting to managing director.
· Facilitating in sales and after sales services to potential clients.

· Preparing and processing requisitions and purchase orders.

· Negotiating price and terms related to products with suppliers.

· Maintain records of supplier contacts, agreement and goods order received.

· Making recommendations and advising management on all purchasing issues.

· Worked as warehouse manager and inventory controller.

· Preparation of inventory reports and forwarding it to the operations team.

· Controlling the purchase and supply of all procured items.
· Investigation and resolving of service issues or product problem.
· All other duties as assigned.
· Protégé Global.
· Debt Collector.



  January 01st, 2013- January 01st, 2014.

RESPONSIBILITIES:
· To prepare and send the appeals.
· To make visits to clients for the payment collection and to introduce new products.
· To check the payment sheets and post the payments.

· To converse with the local clients (doctors) and in USA regarding the payments.

· To negotiate with the insurance companies and law offices in USA for the issuance of the payments.
· MTBC (Medical Transcription Billing Company).

· Sales & Billing Executive.


        July 05th, 2010- April 24th, 2011.


RESPONSIBILITIES:

· To make daily visits and calling structure to increase the sales.

· To converse with local clients (doctors) and distance clients in USA.

· To Tele converse with insurance companies for claim follow up.

· To research analyze and prepare appeals when claims are rejected.

· To perform medical billing for offshore doctors.

· Coordinating between the clients and sales executives with their enquiries and requirements.
SKILLS:

· Strong interpersonal skills.

· Sound knowledge of Arabic language.
· Have strong communication skills and can well communicate in English & Urdu.

· Proficient in the use of Microsoft Office based application like MS Word, MS Excel

· E-Mail, Internet, Web Browsing Application and sound knowledge of Tally (ERP-9) & Visual Basic.
QUALIFICATIONS:
	      MBA- 3.5 years
	2.8 (CGPA)
	2009-2013
	Arid Agriculture University. Rawalpindi

	      B.com (I.T)
	872/1500
	2007-2009
	University of Gujrat


PROJECTS:

· Wrote research article on “Effect of Deceptive Advertising on brand image in telecom sector of Pakistan”.
· Event management in university.

· I have worked as an Organizer for Hope Society (Financial Help for deserving students) in University.
Fields Of Interest:
· Administration, Purchasing.

· Customer Services.
PERSONAL DETAILS: 


· Date of Birth:


   27-06-1989 
· Marital Status:


   Married
· Visa Status:


   Employment Visa
I hereby certify that the above information is true and correct to the best of my knowledge and belief.
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