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Mobile: 971505905010 / 971504753686       
· SUMMARY:
Dedicated and self-motivated individual offering a solid educational background in Business Administration, Strong multi-tasking abilities, Work well both independently and as a contributing member of the team. 
Possess excellent Communication, Leadership and Organizational skills. 
Enhancement of the Performance by using my Energy, commitment to succeed and to build outstanding relationship with Customers.
I’m Proficient in Windows XP, Microsoft Office Word, Excel and Internet.
· OBJECTIVE:
I am Highly Motivated and Enthusiastic Person with Diverse & Versatile Experience. Passionate being part of Productive and Performance Oriented organization, where I can utilize my acquired Skills and Experience towards Continuous Growth and advancement of the Organization & to gain valuable hands on experience and Professional Skills.

· ACADEMIC QUALIFICATIONS:
· BBA (HONS) (Finance)   

    2005-2008 
      Agriculture University Peshawar

· F.Sc (Comp.Sc, Math. Physics)    
    2003                   BISE Peshawar 
· Matriculation                                  
    2001                   BISE Peshawar
  (Major Subjects in BBA (HONS)
 
Financial Accounting, Financial Management, HRM, Micro and Macro Economics, Sociology and Marketing
· EMPLOYMENT RECORD/PROFESSIONAL EXPERIENCE:



1: (  Customer Relation manager [CRM]:                                                                                             
 Dates: Jan 2013 – Oct 2014

Organization:  Reputed Firm in Pakistan
· Responsibilities:

I. Handling customer and making more strong relationship between client and company.

II. Providing information to the clients regarding their account with the company.
III. Determines requirements by working with customers.

IV. Answers inquiries by clarifying desired information; researching, locating, and providing information.

V. Resolves problems by clarifying issues; researching and exploring answers and alternative solutions; implementing solutions; escalating unresolved problems.

VI. Fulfills requests by clarifying desired information; completing transactions; forwarding requests.

VII. Maintains call center database by entering information.

VIII. Keeps equipment operational by following established procedures.
IX. Ability to work a flexible schedule, including evenings and weekends, if necessary.
X. Consistently convey a positive attitude to teammates and callers/customers.
XI. Use applicable resources/tools to problem-solve and make appropriate decisions while meeting caller’s/customer’s needs.
XII. Recognize that all customer and company information is confidential and proprietary and is provided to you for the exclusive purpose of servicing customer requests; any other use of this information is prohibited. Confidential and proprietary information may not be copied, reproduced, or disseminated in any way.
2:(   Account Assistant:
Dates: Dec 2009 – Dec 2012

Organization: Stores Corporation Pakistan Pvt Limited

· Responsibilities:

I. Reconciliation for bank, operational and collection account.
II. Shortage reconciliation, regional and head office reconciliation. 

III. Adjusting outstanding entries, finalizing annual account and audit assistance.
IV. Kept purchasing and sales journal and cash book.
V. Settled accounts payable and followed up accounts receivable.
VI. Checked customer balances. 

VII. Entered journal entries and invoices. 

VIII. Responsible for pre-processing, typing correspondence and technical documents.
IX. Working knowledge of Fox  Pro and Microsoft Office applications. 
X. Post and maintain accounting documents in the database.
3:(   Travel Agent:
Dates: Mar 2009 – Dec 2009
Organization: Idrees & Brothers Travel Agency Peshawar Pakistan
· Responsibilities:

I. Collecting fees and payments from clients
II. Booking hotel rooms and flights for clients

· KEY SKILLS AND COMPETENCES:



· Proficient in windows XP, MS Office, Fox Pro and internet browsing.

· Able to develop, maintain, and implement HR Policies.
· Experience of setting targets and monitoring performance.
· Excellent communication skills and ability to present it effectively.
· Providing the necessary coaching, support & guidance to assist new staff.
· Ability to function in fast-paced environment.
· Smart, active & Trustworthy.
· Ability to work for late hours with full efficiency.
· Supportiveness toward mangers and staff.
· LANGUAGES:                                                                                                                                          

English 
   Good
Urdu     
   Excellent

Pashto  
   Excellent

· REFERENCES:
           References will be furnished on request.
