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Career Objective 









             To work in a company where I can find motivation to use my managerial and technical skills to work, and I shall utilize my qualification sound professional experience of my abilities for mutual beneficial relationship. I have an organized with good communication skills, which enables me to work effectively either on my own or as a part of team
	WORKING EXPERIENCE


Designation: Accountant & Customer Care Representative
1st January 2014 to 15th September 2014

 KEY RESPONSIBILITIES 


· Excellent customer service in greeting customers, determining nature and purpose of visit and directing to appropriate person

· Maintains customer records by updating account information
· Prepares asset, liability, and capital account entries by compiling and analyzing account information
· Perform accounting and clerical functions to support supervisors

· Controlling income and expenditure

· Resolve customer complaints via phone, email, mail, or social media

· Handle incoming requests from customers and ensure that issues 

Are resolved both promptly and thoroughly

· Secures financial information by completing data base backups
· Followed up on and resolved customer complaints 
· Maintains customer records by updating account information.

· Contributes to team effort by accomplishing related results as needed
· Follow up on customer interactions

· Provide feedback on the efficiency of the customer service process

· Contributes to team effort by accomplishing related results as needed

· Perform other related duties as assigned

	TRAININGS AND WORKSHOPS


Attended a nine days training of marketing on customer service 




             1st December 2014 to 11th December 2014 at Great Deals Technical Services in Business Bay, Dubai                           

	EDUCATIONAL ATTAINEMENT  


· Bachelor’s Degree of Business Administration (BBA), Major in Finance, IMSciences Hayatabad (2009-2013) from Peshawar, Pakistan 
	SUMMARY OF SKILLS


Management:

· Performance-driven with the ability to work in a fast-pace environment and have the ability to multitask when needed.

· Problem analysis, use of judgment and ability to solve problems efficiently.

· Self-motivated, initiative, maintains a high level of energy

· Tolerant and flexible, adjusts to different situations. 

· Emotional intelligence and well developed interpersonal skills

Communication:

· Good written and verbal presentation skills. Use proper grammar and have a good speaking voice.

· Effective team player with essential interpersonal skills focusing on being service oriented

· Working proficiency of English and Urdu
Technical:
· Proficient with Microsoft Office Programs

· Proficient with typing

· Internet and Email services

	PERSONAL DETAILS 


Nationality

:

Pakistani





         Date of Birth

:

15/04/1991 




                  Religion


:

Islam





                                Gender


:

Male





        
                 Marital Status

:

Single   
	REFRENCES


Available upon request 
	DECLARATION 


I hope you will consider my application favorable and give an opportunity, I assure you to carry out duties satisfactory to the entire satisfaction of management 
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