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Nationality

:

Canadian
Gender

:

Male

Year of Birth

:

1983
Visa Status

:

Visit Visa

Residence

:

Dubai, UAE
Objective

To obtain a challenging administrative or management position where my skills and abilities will be fully utilized as well as presentation of myself as a dedicated person by performing my duties with honesty with enthusiasm, education to enhance professional as well as personal growth & in turn, contribute to the success of the company/organization.
Experience

Celebrity Global Holdings





      Dec 2012 – July 2013
Personal Business Advisor

Grosvenor Business tower Media city, Dubai – UAE

· Attending workshops and conferences to help advise about new developments

· Keeping with the current market and financial trends

· Maintaining relationships with the clients 

· Understanding the needs of consumers to advise how to meet those needs
R Team Ream Estate Management Group Inc                                            Sep 2011 – Feb 2012
Office Administrator

1515 Matheson Blvd Mississauga, Ontario

· Performing communication duties including written, phone and spoken

· Preparing and keeping the schedule of important tasks and appointments

· Working hard to maintain a steady and organizing office atmosphere for clients
Britannia Professional Resource Centers Inc                                            April 2010 – May 2011
Business development co-ordinator
3280 Danforth Ave Toronto, Ontario

· Set sales targets and define strategy to achieve these targets
· Manage the proposal development process and maintain the time-lines
· Coordinate with sponsors concerning size, standards, conditions and timing
· Seeking new business clients to extend the inbound and outbound traffic.
Vox Data,

Customer service agent                                                                             
       Sep 2006 - Mar 2007

4100 Yonge Street North, Toronto, Ontario

· Showing great customer service skills to satisfy the customer
· Having full product knowledge to be at the top of the sales

· Exposing myself in a good manner to make the customer feel comfortable

HIGHLIGHTED SKILLS

Computer Skills

Computer Applications, Exceptional knowledge of (including, but not limited to): MS Word; Excel; PowerPoint; Outlook; multi-tasking with various applications, typing speed of approximately 51wpm

Interpersonal Skills

· Multilingual (Fluent in English, Urdu, Hindi and Punjabi)

· Reliable, loyal and hardworking; can easily assume responsibility and complete tasks with minimum supervision

· Self motivated, Mature, Focused & Persistent; possess a sharp eye for detail, quality and accuracy

· Work well in a team & individually; pro-active attitude; quick learner; great ability to multitask

· Strong leadership skills and solid judgment provide resourceful and effective management of tasks.

· Possess Excellent communication and interpersonal skills, which attributed to repeat business of clients

Education
Wayne State University, Detroit, MI  USA                                            
 Aug 2009 - May 2012

Bachelor’s Degree in Business Management

Majoring in Management and minor in Human Resources

Skills and knowledge to apply in controlling the business structure as well as hiring staff

Awarded Dean’s list certificate in winter 2010 semester

Seneca College, Toronto, Ontario                                                                 Sep 2004 - Aug 2008

Business Administration-Management Ontario College Advanced Diploma

Learned the application of fundamental managerial techniques in business

Taught information technology and computer skills

Hira College of Commerce, Sheikhupura, Pakistan                                  April 2001 - May 2003

Business Administration Diploma

Learnt advanced business skills as well as the strategies to run and manage a business.

Gained knowledge about implementation of critical management decisions
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