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Summary
Motivated banking professional possessing a strong commitment to quality customer service coupled with superb communication skills. Builds customer loyalty by effectively resolving problems and quickly processing transactions.
Skills

· Cash handling expertise

· Strong account analysis skills

· Accounting systems and software

· Ms Office

· Goal-oriented

· Self-sufficient

· Positive

· Excellent time management skills

Professional Experience

Worked as Business Development Officer since June 2013 to December 2014.
Job Responsibilities
· Conduct sales and marketing calls to book meeting with potential client.
· Send follow-up marketing materials and make follow-up daily calls to establish relationships.

· Responsible for meeting sales goals and overall quality services Calls and personally visit potential, new, and existing customers to facilitate of new business.

· Perform client presentations, articulating the value proposition of services offerings.

· Coordinate to improve the customer experience at the point of sale.

· Develop and implement plan for customer satisfaction and to improve services.

· Conducted daily telephone calls and identify target customer.

· Introduced improvements in business strategies based on customer feedback.
Worked as Senior Account/Administration Officer at The City School, Islamabad, Pakistan since June 2012 to June 2013.
Job Responsibilities

· Oversaw daily office operations

· Oversaw inventory and office supply purchases.

· Handling cash transactions and daily deposit reports.

· Daily, weekly & monthly inventory reports.

· Inward & outward mail.

· Petty Cash Management

· ​Document controller

Worked as a Intern at Askari Bank Limited, Islamabad Pakistan since April 2012 to June 2012.
Job Responsibilities

· Account opening 

· PO/DD Issuance

· Cheque Book Issuance

· Debit Card Issuance

· Customer support
Worked as Assistant Manager at AGE Industries (Pvt) Limited, Islamabad Pakistan since February 2008 to May 2010.
Job Responsibilities

· Planning and monitoring of overall activities

· Creating working schedules, serve customers,

· Complete transaction regarding the sales and book keeping

· Provide complete assistance to the Manager 

· Maintain effective communication with manager and customers.

· Reporting of daily activities and planning to the Manager 

Academic Qualification

Institute of Cost & Management Accountants of Pakistan, Islamabad Pakistan

Cost & Management Accountant

Part Qualified


University of Karachi, Pakistan
Bachelors of Commerce

(2008)
Personal information
Date of Birth:



March 2, 1988

Marital Status:


Single

Visa Validity:



March 2, 2015

Reference

References will be available upon request.

