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OBJECTIVE:

A position in an organization providing the opportunity to make a strong contribution to organizational goals through continued development of professional skills
PROFESSIONAL EXPERIENCE:


BANK ALFALAH              Marketing Officer (Sales Dept.)            January 2014 –December   2014
Kallas Textile Mills                      Store Keeper                                January 2010 – June          2012
Office Assistant                     (Money Exchange Agency)                 January 2006 –March        2008
Receptionist                             Super Market & Hotels                     April    2008– December   2009
Cashier                                     Speed Fill CNG Station                    January 2005-December    2005
QUALIFICATION
Master of   Computer Science           (MCS)
          (Continued) Virtual University               2012
Bachelor of Mass Communication      (BA)                Islamia University (PAK)                  2009-2011
Diploma Business Administration      (DBA)              Punjab Technical Board Lahore        2000-2002
EXPERIENCE WITH JOB DESCRIPTION:


BANK ALFALAH (Pak)       Marketing Officer (Sales Dept.)        January 2014 – Decmber 2014
Responsibilities:
· Plan, introduce, promote, market and sale of the Bank’s Credit Card and Loan
· Introducing Zurich International Life insurance, investment and protection solutions
· Implementing sales plan to achieve the goals set by the Management of the bank
· Planning daily calls and visits to ensure achievement against targets
· Create marketing strategies to achieve sales targets of a bank. 
· Implement best practices to meet customers' needs and requirements. 
· Initiate campaign strategies for bank products and serve
Kallas Textile Mills (Pak)                Store Keeper                     January 2010 –June 2012
 Responsibilities
·      Receives and inspects all incoming materials and reconciles with purchase orders; processes and    distributes documentation with purchase orders; reports, documents and tracks damages and 
·      Receives, stores, tags and tracks surplus property; prepares property lists for items to be sold at    auction. 
·      Receives and stores documents and confidential files; maintains record of approved document and confidential file destruction. 
·      Ships canceled and damaged items back to vendors as appropriate. 
·      Delivers and sets up furniture for various campus events as requested. 
·      Handles and documents storage and transportation of hazardous materials. 
·      Maintains the warehouse, records area and stores area in a neat and orderly manner.
· Trains and directs the work of student assistants.
Money Exchange Agency (Pak)          Office Assistant            January 2006 –March 2008 
Responsibilities:
· Maintains supplies by checking stock to determine inventory levels; anticipating requirements; placing and expediting orders; verifying receipt; stocking items; delivering supplies to work stations.
· Maintains equipment by completing preventive maintenance; troubleshooting failures; calling for repairs; monitoring equipment operation; monitoring and purchasing meter fund
· Maintains office schedule by picking-up and delivering items using automobile.
· Serves customers by backing-up receptionist; answering questions; forwarding messages; confirming customer orders; keeping customers informed of order status.
· Updates job knowledge by participating in educational opportunities.
· Enhances organization reputation by accepting ownership for accomplishing new and different requests; exploring opportunities to add value to job accomplishments.
Receptionist (Pak)              Supermarkets & Hotel              April 2008 – December 2009 
Responsibilities:
· Deliver excellent customer service, at all times
· Assist in keeping the hotel reception area clean and tidy, at all times
· Administer all reservations, cancellations and no-shows, in line with company policy
· Fulfil all reasonable requests from guests to ensure their comfort, satisfaction and safety
· Conduct regular security checks throughout the day and report any security issues to line manager
· Provide reports, as required, for housekeepers and management
· Maintain personal knowledge by completing in-house training and workbooks
· Always adhere to all company policies and procedures and licensing laws
· Be involved and contribute at team meetings
Cashier   (Pak)                   Speed Fill CNG Station              January 2005 –December 2005
Responsibilities:
· Receive payment by cash, check, credit cards, vouchers, or automatic debits.
· Issue receipts, refunds, credits, or change due to customers.
· Issue trading stamps, and redeem food stamps and coupons.
· Resolve customer complaints.
· Answer customers' questions, and provide information on procedures or policies.
· Enter transactions in the cash register and provide customers with the total bill
· Count money at the end and beginning of each shift
Computer Skills
· Ms Office      Ms Excel       Internet Explore      In page     PowerPoint      Printing & Scanning
TRAINING AND ACHIEVEMENTS:


MS Excel Advanced                  Benazir International Airport Islamabad (PAK) Learning and 
                                                  Development
Marketing Sales Officer             Umair Creation Garments Factory (PAK) Introduced Boutique

                                                  Sample in big Cities of  Punjab.                                           

PERSONAL DETAILS:

Date of Birth:                              April 15, 1984
Marital Status:                             Single
Computer Literate:                      Microsoft Office Applications 
Linguistic Ability:
                      English, Urdu/Hindi/Korean
Visa Status:                                 Visit Visa
