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	oBJECTIVE
	
	To employ my knowledge and experience with the intention of securing a professional career with opportunity for challenges and career advancement, while gaining knowledge of new skills and expertise.

	Education
	
	· 2003, Intermediate (More Khunda, Pakistan)
· 2000, Matriculation– Science (Karachi, Pakistan)

	Skills & Abilities
	
	Information Technology

Store  Management

Data Management 

Clerical Duties

Customer Service & Satisfaction 

High-Impact Presentations 

MS Excel, Office
	Well versed in different software and windows 

Construction field store keeping abilities 

To keep data up to date and analyze reports

Documentation on daily basis of all the records 

Responding on time and meet the deadlines 

Daily report making and checking feed backs

Well versed with Ms Office specially excel


	Experience
	
	customer services represtativeWARID TELECCOM [private] limited | LHE, pakistan|2014 – 2013| (TENURE 2years)

Responsibilities:
· Resolves product or service problems by clarifying the customer's complaint.

· Determining the cause of the problem and responding to customer queries.

· Selecting and explaining the best solution to solve the problem and facilitating the customers with better services.

· Record maintenance and reporting.

· Creating friendlyworking environment and satisfaction of customers.

Store incharge Tag engineering & construction company ltd | bagh, pakistan| 2012 – 2012 | (TENURE 7 months)

Responsibilities:

· Procurement of material, machinery and parts.

· Coordinating with suppliers and construction department.

· Record maintenance and reporting.

· Issuance of requested material
branch manager corporate courier services | gujranwala, pakistan| 2009 – 2009 | (TENURE 1 year)

Responsibilities:

· Managing, coordinating, controlling and supervising the overall operations.

· Coordination with different regional offices.

· Ensuring timely deliveries and dispatches.

· Preparation & presentation of Daily/Monthly progress reports to the head office.

· Managing staff members, their tasks and other management issues.
it supervisor corporate courier services | lahore, pakistan| 2005 – 2008 | (tENURE 3 years)
Responsibilities:

· Managing internal network of the company.

· Handling clients’ queries and responding accordingly.

· Troubleshooting of hardware & software related issues.

· Supervision & administration of Oracle based database / software.

	Languages
	
	English, Urdu& Punjabi

	Personal:
	
	Date of Birth


Place of Birth 

References 
	05apr1984

more khunda, pakistan

Can be furnished on request

	


I hereby certified that the above statements are true and correct with all my knowledge.I will bring to your company not only my years of experience but also my personal drive for results and positive outcomes. I am prepared for the next challenge in my career and look forward to hearing from you.
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