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The Recruiting Manager

Dubai, UAE.
Sir/Madame:


The best investment one can make is to build his or her future. Goal setting and planning are not enough, Good intentions must be put into action without hesitation.

Today my need for accomplished was sparked by your company employment. Based on criteria I believe that my qualification and skills could be beneficial to your valued department.

I’m passionate young Man with a lot of enthusiasm and looking for such organization who can make the best use of my work. I can handle pressure situations and multiple tasks in fast paced business environment and enjoy interaction with people from all walks of life .As you will see from the Enclosed CV, I have earned my experiences from various companies handling different positions.

A department and its staff must be unified as they work forward their objective. Frankly one cannot excel without the others commitment to success. I look forward to your Response, if you think I may be of service, I would be extremely interested to discuss the possibility of my joining in your esteemed company.


Thank you in advance for exploring an action described in enclosed C.V

PROFESSIONAL GOAL:

Seeking a challenging and rewarding career in the progressive and dynamic organization with competitive environment, where I can utilize my skill and experience to enhance the company progress and repute.
EXPERIENCES
· 1 year experience in Pakistan Election Committee as a DEO (Data Entry Operator).

· Prepares source data for entry by opening and sorting mail; verifying and logging receipt of data; obtaining missing data.

· Records data by operating data entry equipment; coding information; resolving processing problems.

· Protects organization's value by keeping information confidential.

· Accomplishes department and organization mission by completing related results as needed.
· 4 months experience in Cyber call center as a CSR (Customer Support Representative).

· Attracts potential customers by answering product and service questions; suggesting information about other products and services.

· Opens customer accounts by recording account information.

· Maintains customer records by updating account information.

· Resolves product or service problems by clarifying the customer's complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution.

· Recommends potential products or services to management by collecting customer information and analyzing customer needs.

· Prepares product or service reports by collecting and analyzing customer information.

· Contributes to team effort by accomplishing related results as needed.
· 2 years’ experience in Rajeans hot spot Garments shop as a Sales representative.
· Focuses sales efforts by studying existing and potential volume of dealers.

· Submits orders by referring to price lists and product literature.

· Keeps management informed by submitting activity and results reports, such as daily call reports and weekly work plans.
· Monitors competition by gathering current marketplace information on pricing, products, new products, delivery schedules, merchandising techniques, etc.

· Recommends changes in products, service, and policy by evaluating results and competitive developments.

· Resolves customer complaints by investigating problems; developing solutions; preparing reports; making recommendations to management.

· Maintains professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional societies.

· Provides historical records by maintaining records on area and customer sales.

· Contributes to team effort by accomplishing related results as needed.
· 14 months experience in Super motors as a sales men.  

· Approach and assist new customers that enter the dealership lot

· Determine the needs of the customer by listening and asking questions

· Perform walk-around with customer and demonstrate features of suitable automobiles

· Effectively close automotive sales

· Ensure the customer understands the vehicle’s operating features, warranty and paperwork

· Maintain an owner follow-up system that encourages repeat business and referrals

· Reports to the sales manager regarding objectives, reviews, analyses, and planned activities

· Attends training and sales meetings offered by the dealership and manufacturers

· Review sales statistics and actions to determine how to better utilize time, plan more effectively, and improve sales
· PROFESSIONAL

· Office Management

· Production Operation Management

· Management Information System

· Data Base

· Analyzing System

· Information Technology

· COMPUTER SKILLS

· Windows Operating System

· Hardware (Partition, Changing Device, Installation etc)

· Troubleshooting
· EDUCATION ATTAINMENT



· High School

    MATRIC (Computer Science)

(Lahore Board) 

· College/University

I.COM (Commerce, Accounts) Continue
· Other Certificates

 Computer Hardware 3 Months. 

· PERSONAL INFORMATION 


Marital Status
Single


Date of Birth
3rd June 1983


Religion 
Islam


Nationality 
Pakistani


LANGUAGE

· Highly Developed Communication Skills in English, Urdu, Punjabi





      (Fluently Spoken Written)

· HOBBIES

· Browsing 

· Swimming 

· Foot ball

· Watching movies

