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Career Objective

Seeking a challenging position in the field of Sales and Marketing in a well renowned organization that offers an opportunity to utilize and upgrade my expertise by making effective contribution.
Personal Strength

· Good Analytical and Problem Solving Abilities. 
· Well organized and committed to Effective Time Management. 
· Quick to Learn and Adaptable to Changing Environment. 
· Capabilities to Run the Department Activities Individually 
· Management skills & Hardworking 
Professional Experience

Computer Collegiate (Pakistan)
January 2013 to October 2014

Administration and Marketing Assistant
Worked as Administrative and Marketing assistant for almost two years. I was responsible to schedule appointments, arrange conferences, answering telephone calls and passing messages to concerned personal and supervise the junior staff for daily works. The position also required customer service, such as taking orders and filing correspondence. Moreover, the job entailed creating and maintaining databases as well as mailing out promotional material and other correspondence. I was sometimes also responsible for handling financial matters like processing checks and invoices as well as maintaining employee payroll records.
S.A. Shaikh & Co. (Pakistan)
July 2011 to December 2012

Computer Operator / Office Administrator
Worked as computer operator and office administrator in a tax consultancy firm for around one and half year. I was responsible for making schedule appointments for the clients and maintaining the dairy (schedule for court hearings, meeting with tax officers and clients) for the tax consultants. The position also required client handling, query handling and document management for the clients. The job also required preparing and typing responses to legal queries and filing out tax forms and challans. I was also responsible given additional responsibility of handling cash and financial matters like collection of fees and payments of legal charges for the firm.
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Other Experience

Various BTL Marketing and Sales Activities
Have been involved in various outdoor sales and marketing activities in Karachi for different renowned products through third party agencies. Some of the activities I was involved in were as follows:
· Surf Excel – Four day Promotional event at Art Council, Karachi. 
· Nokia C3 – One month sales and marketing outdoor activity, conducted in malls and universities. 
· Coke – Two Months outdoor marketing and advertising campaign, conducted as road show in Karachi. 
· Warid – One Month outdoor sales campaign for selling Warid mobile Sims during road shows. 

Academic Qualification

· Bachelors in Commerce (Hons) from Karachi University Pakistan (Year 2010) 
· Higher Secondary Certificate (Intermediate) – Sir Adamjee Institute Karachi Pakistan (Year 2007) 
· Secondary School Certificate (Matriculation) – Gulistan Shah Abdul Latif Boys School Karachi Pakistan (Year 2005) 
Computer Proficiency

· Six month certification in Information Technology from Computer Collegiate, Pakistan 
	Operating Systems
	:
	Windows 98 -me -2000 -XP –Vista, Windows 7

	Office Tools
	:
	MS Word, Excel, PowerPoint
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	Date of Birth
	:
	22 Nov 1989

	Nationality
	:
	Pakistani

	Marital Status
	:
	Single

	Visa Status
	:
	Visit Visa 
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