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Professional  Career  Synopsis:

To accept & enjoy the new state of affairs & challenges, make positive contribution towards the 
given position.  Boost the wealth of the organization and enhance acquaintance, aptitude, 
dexterity & prospects  for career growth and personal development.

Personal  Attributes:
Believe in integrity, workplace ethic and cultural norms & values of the organisation and do not 
encourage disclosing the company information to outsiders.
Work Experience History:
April 2013-Present
· oDesk.com (USA based Online Staffing Company) as a Reliable Telesales/marketing Expert, Customer Service Representative/Appointment Setter                                                                             
· Deliver prepared sales talks, reading from scripts that describe products or services, in order to persuade potential customers to purchase a product or service or to make a donation.
· Contact businesses or private individuals by telephone in order to solicit sales for goods or services, or to request donations for charitable causes.
· Responsible for customer care management, workload management and processes to reduce work pressure and increase efficiency of service.

· Ensure Cross sell/Up sell targets of team are met on regular basis.

· Obtain customer information such as name, address, and payment method, and enter orders into computers.
· Obtain names and telephone numbers of potential customers from sources such as telephone directories, magazine reply cards, and lists purchased from other organizations.
· Adjust sales scripts to better target the needs and interests of specific individuals.
· Answer telephone calls from potential customers who have been solicited through advertisements.
· Telephone or write letters to respond to correspondence from customers or to follow up initial sales contacts.
· Schedule appointments for sales representatives to meet with prospective customers or for customers to attend sales presentations.
· Achievements:  Helped to expand business with quality services and taking the responsibilities of Manager.
October 2012- March 2013
ICM JAPAN - Senior Client Relationship Officer 
· Worked with ICM JAPAN, a (CAR TRADING COMPANY) as a Senior Client Relationship Officer.
· Making relations with individual & corporate clients in all 7 continents.
· Expertly telephonic dealing with the customers all over the world.
· Achieved a title of Star performer continuously for the last 3 months.
· Vast knowledge in Remittance Handling.
· Professional Car specification & feature’s knowledge.
· Knows how to deal with every kind of customer & satisfy them up to a professional level.
Previous Experiences:
March 2012 to September 2012
BlitzKrieg is a premier provider of diversified business process outsourcing.

Worked with BlitzKrieg as a Customer Service Representative.
Responsibilities:

· Keep records of customer interactions or transactions, recording details of inquiries, complaints, or comments, and actions taken

· Resolve customers service or billing complaints by performing activities like exchanging merchandise, refunding money, or adjusting bills

· Check to make sure that appropriate changes were made to resolve customers problems

· Contact customers to respond to inquiries or to notify them of claim investigation results or any planned adjustments

· Refer unresolved customer grievances to designated departments for further investigation

· Determine charges for services requested, collect deposits or payments, or arrange for billing

Key Accomplishments:

· Recognized as “#1 Customer Service Rep” (out of 20 reps in division) in fall 2012. Ranking was based on accuracy, customer service, duration of calls and availability.

· Co-developed on-the-job training program that reduced training time from eight weeks to five.

· Contributed to an 8% sales increase in 2012 by improving lead-generation and sales-tracking techniques.
July 2011 to February 2012

Habib Bank Limited- Senior Sales Officer
Habib Bank provides banking and financial services in Pakistan,
Major Job responsibilities include:

· Describe customers about the products features & benefits in detail and answer all of their queries, to educate them properly and to create a need of a product.

· Proper follow up through phone, fax, email or visits to convert leads into sales, pick up the required documents from their offices.
· Offering Clients Credit Cards when our respective Clients ask for it.
Key Accomplishments:

· Best supervisor of the year 2012
· Over achieving monthly sales targets at Habib Bank Ltd.

August 1st, 2010 – June 30th, 2011:  
 Iflogics Communication INC. is a leading Call Center in Karachi Pakistan that provides inbound and outbound call center services.
Worked as a “Sales Executive Officer” in a well reputed Call Center for Bell Canada, Solo Mobility, Time Share and Duct service, IT support sales, internet connection, mobile phone sales campaigns (International campaigns of USA and CANADA).
Responsibilities:
· Answered, screened and transferred all inbound and outbound calls. 

· Flexible, attention to detail and ability to learn quickly.

· Possess excellent listening and responding skills. 

· Ability to handle multiple tasks and solve customer queries efficiently. 

· Ability to build and maintain good relationship with customer.

· Ability to maintain basic knowledge of products, pricing, promotions, procedures, and other important issues. 

· Highly initiative to manage a busy workload without close supervision.

· In-depth knowledge of basic operating systems.
Key Accomplishments:
· Got work experience certificate 2010-2011 for performing job duties honestly.
· Got daily cash rewards and incentives for meeting sales targets.
October 5th, 2005–July 31st, 2010
· Dreamworld Family Resort Hotel and Golf Club Karachi:
Worked as a “Customer Service Representative” at Dreamworld Resort Karachi.

Leading Family Resort, Hotel and Golf Culb in Karachi, Pakistan.

Responsibilities:
· Keep records of customer interactions or transactions, recording details of inquiries, complaints, or comments, and actions taken
· Resolve customers’ service or billing complaints by performing activities like exchanging merchandise, refunding money, or adjusting bills
· Offer special assistance to persons like those who are unable to dial or who are in emergency situations
· Learn the names & personally recognize regular Guests Members
· Direct guests to the appropriate locations
· Perform clerical duties like typing, proofreading, and sorting mail
· Promote company products, services, and savings plans when appropriate

· Contact customers to respond to inquiries or to notify them of claim investigation results or any planned adjustments
· Respond to all guest requests and follow through to assure satisfactory outcome compliance
· Communicate with Housekeeping Butler departments to make sure current information on status of  rooms
· Provide friendly and courteous telephone manners to guests co-workers
· Read all information like correspondence, special billing memoranda instructions in order to be prepared for guests needs in advance
· Maintain a thorough knowledge of current guest services, activities, dining options, shops, local attractions, and historical information regarding Artificial Sea and the surrounding area to answer any questions guests may have to the best of one ability
· Ensure compliance with all related policies procedures
· Maintain cleanliness organization in all work areas
· Remain flexible to ever changing environment; adapts well to different situations
· Report all equipment problems and maintenance issues, known safety hazards, or unsafe practices procedures to supervisor immediately
Key Accomplishments:
· Employee of the year 2010.

· Promoted twice in a year firstly as Senior Customer Service and then CS Manager.
· Got work experience certificate 2005-2010 for performing job duties honestly.
Academic Qualification:
· Bachelors in Arts (Humanities).

· Federal Urdu Karachi University, Pakistan

· Intermediate in Arts.

· Board of Intermediate Education Karachi, Pakistan

· Matriculation in Science.  
· Board of Secondary Education Karachi, Pakistan
Call Center Skills Tests Passed:
· Call Center Skills Test 
· Office Skills  
· Customer Service 
· Outbound Sales Skills              

· Telephone Etiquettes Certification          
· Email Etiquettes Certification                                        
Computer Skills:
· Proficient computer literacy proven through work experience in [Front desk IT, software programming and applications, spreadsheet tabulations, social media coordination, etc.
· Proficient in Excel, Google spreadsheet, Google docs, Google calendar.
· Proficient usage of MS office.
· Professionally done data entry projects online and offline with 50WPM typing speed.
Strengths:
· People I serve come first and I get satisfied when their needs are met. Changing someone's life of someone motivates me to work hard.
· Flexible in handling responsibilities, adapt easily to changing environments and responsibilities, creative and innovative problem-solver.

· Ability to make independent administrative decisions; exceptional productivity under stress with strict deadlines.

· My greatest strength is my personal values of integrity and commitment to my work. I have a strong work ethic.

· Fast learner, ready and willing to learn everything. Above all, I can work overtime.

· When it comes to customers' complaints, I resolve the issues with patience and creativity.
Leisure Activities:
· Reading Novels and Newspapers.

· Seeking opportunities for interacting with highly professional personnel.

· Keen to play games like Cricket, Football, Table Tennis, Badminton etc.
Other Skills:

· Excellent communication skills, developed through experience in retail, customer service, telemarketing, front desk reception, journalism, etc
· Highly critical thinker with effective researching skills proven through work experience in Research assistant, resource developer, conflict resolution, project management, etc
· Exceptional leadership skills developed through work experience in club or school government position, tutoring, student mentor/leader, personal coach/trainer, etc
· Flexible team player who prospers in a fast-paced work environment based on past experience balancing a full course load with a part-time job, working odd hours, a busy office, etc
· Interpersonal and relationship building skills proven through work experience in [club involvement, teamwork, student leader, workshop facilitator, etc.
· Customer Service Excellence


 Merchandising Strategies                    
· Result oriented



 Inventory Management
· Time management



  Retail  Store Operations
Personal  Information:

· Date of Birth
    :    28-07-1985
· Nationality                  :    Pakistani

· Marital  Status           :   Single
· Languages known
    :    English, Urdu, Balochi, Sindhi, & Arabic (Beginner’s level)

· UAE Visa Status         :    Visit Visa 
