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Professional Objective:
To work in a dynamic and challenging environment, that fosters equal opportunity towards the growth of organization and achievement of organizational goals, as well as my professional career


Education

Master in Business Administration (Finance) (2012)
· Newport Institute Of Communications & Economics
Bachelor of Arts (2009)
· Hi-tech Degree College Peshawar, Alkhair University 

Diploma in Commerce (2007)
· Khyber College of Commerce, Peshawar ( Board of Technical Education Peshawar)

Secondary School Certificate (Metric) (2005)
· ( Board of Intermediate & Secondary Education Peshawar)




Work Experiences

Marketing Executive international import and local export (March 2014 to January 2015) at Emkay line pvt. Ltd. Karachi.

· Manage and perform market research as required
· Work closely with telemarketer to schedule calls, conform, appointments, report back on quotations made and outcomes.
· Keep the marketing database up to date, importing new data, updating records and performing the necessary cross checks.
· Preparing materials for planning the monthly reports.
· Assisting in monitoring of the markets for developments 
· Coordination and follow up between the clients and departments.
· Contributing ideas for improving the marketing strategies.

· Follow up with forwarders and shipping line.
· Achieving sales targets.
Sales & Marketing Executive (April 2013 to March 2014) at CP World Karachi.
· Visiting potential clients and providing proper customer service.
· Retaining existing clients by servicing them properly.
· Handling of enquiries and quotations.
· Negotiation with overseas agents and quotations.
· Correspondence with customers, agents and operations department.
· Maintaining and updating existing potential client list.
· Staying updated with the current international market regarding the competitor’s activities and industry related information.
Operations Executive (August 2012 to March 2013) at Al Hamza Maritime International (PVT.) LTD. (Karachi)

· Following up of arrival of cargo with respective Airlines, Liners or freight forwarders and confirm the same to the clients.

· Solving the Problems related to Documentation.
· Issue the Loading Programs.

· Check the NN copy of B/L as per Bank Guarantee.
· Updating the clients regarding the status of consignments from time to time

· Preparing weekly and monthly consignment statements and provide the Arrival Notice through courier to the clients.

· Coordinating with all branch offices located in different states.

· Meeting with the client and make them understand the charges for different countries.

· Ensure proper coordination with the clients.
· Keeping track of the sales and customer complaints.

· Handling DO Counter & check the B/L Documentation
· Handling Export Shipment.
IT Assistant & Accounts Assistant (2008 – 2012) at Orange Valley Internet Cafe (Peshawar)

· Preparing invoices 

· Passing entries in Ledger accounts. 

· Maintaining Creditors and Debtors Account. 

· Coordinating with customers with payment related issues

· Arranging meetings with clients 

· Creating a detailed database of Customers

· Keeping track of incoming and outgoing mail and faxes and make certain that they are

Forward it to the concerned person.
· Coordinating with customers with payment related issues

· Checking past records and updating them.

· Networking installation & Maintenance 
· Troubleshooting computer systems 


Skills/Qualifications
· Excellent interpersonal, communication, and leadership skills

· Excellent presentation and correspondence skills
· Ability to work well within a team as well as independently.
· Quick learner, well-spoken, confident and enthusiastic.
· Ability to work efficiently under pressure
· Excellent analytical skills
· Ability to handle / solve problems independently and innovatively
· Thorough experience with Microsoft Windows and extremely well versed with MS Office (particularly with MS Access, MS Excel, MS Word and MS PowerPoint)
· Hardware, Troubleshooting, Networking
· Operating Systems (98, XP,2003,2008 Server’s, Millennium, Vista,7)
· Excellent customer service skills.  
	LANGUAGE PROFICIENCY:
Degree of Proficiency - Fluent (A) Working (B) Basic (C)
Languages
           Reading
               Writing
        Speaking                Understand

	English
                             A
   
      A

               B                              A

	Urdu    
                             A
    
      A

               A                              A

	Arabic                                B                          C                                 -                               -                                                              

	Hindko                                -                           -                                  A                              A                        

	Pashto                                -                           -                                  A                              A

Persian                               -                           -                                  A                              A

	


Hobbies & Interests
Hobbies
                       Reading 

Interests
                       Music, Dancing

Sports

 Cricket, Badminton and Throw ball


Further References on request.
