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Objective:-               

To secure an entry-level position in growing organization that would fully employee my personal skills as well as my academic training in a rewarding career that can enhance my professional and personal growth. 

Personal information:- 

Nationality                    :                  

Pakistani


Martial status               :                   

Single


Domicile                       :                   

(AJK) Bagh 


Religion                        :                   

Islam

         Date of Birth                 :                   

12/06/1990

Education:                                                                                                                        

	BBA                           
	2012
	 AJK University MZD 

	FSC (Med)                    
	2009
	 Mirpur Board  (AJK) 

	Matriculation              
	2007
	 Mirpur Board  (AJK)


Professional qualification:-

· Basic Computer course (2010) 

· Customer Handling & Communication Skill Classes in HR&D Shifa International hospital Islamabad.

· Attended seminar on JCI ( Joint Commission International ) at Shifa International hospital Islamabad. 

Experience:-

· 1 Year Worked in I.S ABBAC International as a marketing Assistant

· Attended seminar on JCI ( Joint Commission International ) at Shifa International hospital Islamabad.  

·  Working in Shifa International Hospital  Islamabad as a Unit Receptionist/ Floor Representative  from august 2013 march 2014.

·  Working in U.S based IT company MTBC(Medical Transcription Billing 

Company) as a billing executive and after three months of probation promoted as a Back Up Team Leader from August 22, 2014 to April 20, 2015.
Performing Following Tasks 

  1   Maintain customer service levels according to company standards.

  2   Provide prompt, courteous service to all external and internal

        customers.

  3    Answer up to 100 plus calls daily in customer service , with the ability

  to  answer more calls during busy times.

  4    Apply critical thinking and problem-solving skills to customer problems.

  5    Identify and resolve customer issues.

  6    Assist with special projects as assigned.

  7   Provide Quality Services according to demand 

  8   Answer Queries Regarding Services 

  9   Teamwork with junior staff and encourage them  

Hobbies :-

      Playing Cricket

      Reading Books

      Use Internet  

      Listen News and Current Affairs 

Language:-

· Urdu,English,Local

