[image: image1.emf][image: image2.emf][image: image3.png]Your Image

Here





	


CAREER OBJECTIVE:
To fill suitable position in order to utilize my knowledge and experience gained over the year to the full extend for schematization and development thereby attaining self-growth, personal satisfaction and mutual benefits for the organization
CAREER PROFILE/SKILLS:

· Detail-oriented and effective with extensive experience in accounting system.
· Possess strong analytical and problem solving skills, with ability to make well thought out decision.
· Highly trustworthy, discreet ethical with excellent written and verbal communication skills.
PROFESSIONAL WORK EXPERIENCE: 
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Organization:


AL FAHAD Transport- UAE




(Heavy Vehicle Transportation)

Tenure:



August 2016 – Till Present
Designations:


Customer Services Representative
Responsibilities:




· Manage Administration
·  Keep records of customer interactions and transactions
· Direct requests and unresolved issues to the designated resources
· Meeting clients and managing colleagues
Achievements:




· Acted as Manager with full authority.
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Became the most trusted employee due to discreet ethical personality.
Organization:


Etisalat- UAE
(Processor)
Tenure:



February 2015– August 2016
Designations:


Processor cum Customer Services
Responsibilities:




· Verified and processed all the postpaid application with and without device plans
· Maintained monthly report on the basis of closed and cancelled application with profit margin details
· Did inform all the required product details to specified customers and all sales Managers
· Have responded to both Postpaid, Prepaid along with home internet connection related queries
Achievements:




· Achieved prize for best performance.
·  Effectively leaded 3 sales teams.
Organization:


Zeeshan Motors- UAE
(Auto Mobil Showroom)
Tenure:



Jan 2014 –Jan 15
Designations:


Customer Services Officer
Responsibilities:




· Maintain customer database
· Prepare and distribute customer activity report
· Profit and loss account with balance sheet
· Record details of inquiries, comments and complaints
Achievements:




· Developed a new collection system which doubled the performance.
·  Effectively leaded the team which enhanced the efficiency of department.
ACADEMIC EDUCATION:

	DEGREE
	EXAMINING BODY:
	YEAR

	Masters of Business Administration
	Virtual University LHR PAKISTAN
	2013

	Bachelor of Commerce
	Islamia University BWP PAKISTAN
	2010


CERTIFICATION/ ADDITIONAL SKILLS:

· MS Office


(All versions, esp. MS Word, MS Power Point and MS Excel)
· MS Excel


(MS Formulae, Reports Automation, Macros, Presentations w.r.t. Analysis)
TRAININGS & WORKSHOPS:


CBCM TRAINING SESSION – ETISALAT




Year - 2016
· Successfully attended the session every Saturday related to how to process new postpaid plans with new cbcm single screen software.

Excel Training







Year - 2010
· Intermediate and advance levels of MS excel
PERSONAL INFORMATION:

Driving License

:  
No
Religion


: 
Islam
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