Gulfjobseeker.com CV No: 1353870
Mobile +971505905010  cvdatabase[@]gulfjobseeker.com
To contact this candidate use this link

        http://www.gulfjobseeker.com/feedback/contactjs.php                                                                                            


Career Objective: 
To accept a challenging position in a firm and to grow on the basis of my personal abilities to serve the community and improve the lives of others and to provide them efficient and effective services to the best of my knowledge to become a successful and result oriented person.


Personal Information:
Date of Birth                       2nd April, 1983

Religion                                Islam
Nationality                           Pakistani
Marital status                      single
Driving license                     Pakistan

Academic Record:

	Degree
	Subject 
	Passing year 
	Board/University

	Metric 
	Science
	1999
	B.I.S.E Peshawar

	F.sc
	Pre engineering 
	2002
	B.I.S.E Peshawar

	B.sc
	State , Math’s 
	2005
	University of Peshawar

	MBA
	Marketing
	2007 
	Sarhad university of scince & IT Peshawar

	D.I.T
	Information Technology 
	2005
	B.T.E Peshawar


Online Courses from Harvard University USA: 

I have completed Stress Management, Time Management, Team Management, Customer Focus and Delegation online courses from Harvard Business School USA.

Professional Experience:.

Mobilink May 2010 till to date as a Team Coordinator at Customer Care Islamabad:
Responsibilties:
                Handling customer’s complaint and queries.

· Excellent interpersonal and communication skills with the ability to deal with a wide variety of situation and individuals calmly, even while under pressure.

· Ability to work efficiently on own initiative and unsupervised. Ability to plan, organize, prioritize workload and meet deadlines.

· Able to adopt changing priorities, maintain a positive attitude and strong work ethic.

· Clear and logical communicator, able to establish rapport with both client and colleagues, motivate individuals to achieve organizational objectives.

 International Islamic University Islamabad 01 May 2009 to 05 May 2010 as an Assistant Coordinator.
Responsibilities
Preparing schedule for teachers and students
Reporting to dean of the faculty on regular basis 

Keeping and maintaining records of teachers and students

Dealing with all the faculty visiting teachers 

Doing all the activites of exam preparation 
Dealing with the examination section as submitting answer papers and keeping the records

Preparation for seminars and connovcations 

Updating notice board on regular basis 

3rd watch system Peshawar (Vital intrnational Lahore) w.e.f 2007 to 2009 as an Assistant admin Officer.
Responsibilities:
   Supervise customer services and respond to customer inquiries

  Administer contracts

  Administer employment agreements

  Supervise completion of the payroll

  Issue, code and authorize purchase orders

  Reconcile weekly deposits

  Manage distribution of utilities bills and collections of accounts

 Prepare and reconcile general bank statements

 Ensure data is entered into the system

 Prepare income statements

 Maintain financial files and record
 Preparing quotations, proposals and receiving letters
 Preparing duty schedule for technical team
Internship experience:
Work in Pakistan Tobacco Company (BAT) as Internee on ‘Time and Motion Study’ from July 2007 to Sep 2007

Training: Got a training of “Enhance performance, brilliant Communicator & work for a better everyday at Mobilink” at Mobilink Learning Center IBC 1 Islamabad
Language/Communication skill:

· Capacity to adapt to different working environments and systems

· Good presentation skill

· Ability to work in and motivate a team 

· Strong leadership and managerial skill 

· Strong communication skill(written and oral
	Language 
	Speaking 
	Writing 
	Reading 

	English 
	Excellent 
	Excellent
	Excellent

	Urdu 
	Excellent
	Excellent
	Excellent

	Pashto
	Excellent
	Excellent 
	Excellent


References should be provided if required.

