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Personal Statement: 
An experienced customer services executive with many years of invaluable experience working in the customer support departments of UK companies. Highly focused with a comprehensive knowledge of how to maintain a professional,helpful and courteous relationship with allocated customers. Having an enthusiastic and positive attitude and working hard to ensure that customers receive an excellent level of service whilst at the same time ensuring the highest level of sales for the company.


Area of Expertise:
· Good IT knowledge and computer skills.
· Strong numeric and analytical ability.
· Customer relation and administration
· Ability to work to tight deadlines & targets.
· Excellent written, verbal and inter-personal communication ability in English, Urdu, Hindi and Punjabi. 
· Good, proven customer service experience.


Employment History:
Poissonnerrie Ltd UK    (Office Admin Assistant)              Sep 2010 – Oct 2012
Duties includes
· Dealing with customer enquiries by telephone, email, letter or face to face.
· Ensuring that a customer’s problem is brought to a satisfactory conclusion..
· Involved in developing a customer service policy.
· Collecting and analyzing data to monitor the level of customer service.
· Making sure that all Health and Safety procedures are adhered to.
· Completing all administrative tasks and updating records.
· Booking appointments for sales representatives to visit potential customers.
· Using Word & Excel to write reports and create invoices.
· Maximising every sales enquiry
· Helping accounts team to make payroll.

· Putting all the invoices in accounts system and managing the time sheets for payroll.
· Dealing with company petty cash and credit card expense
Boston Group of Academies (Admin Assistant)         2013 - Dec 2014
Duties Include         
· Ensuring the company store presents itself to a high standard of customer service 
· Developing and implementing customer service procedures, policies & standards. 
· Producing information for customers and reports for managers.
· Making recommendations to senior managers to improving customer service.
· Training and monitoring junior or new staff.
· Other miscellaneous Clerical work to support Management


Education History:
Govt technical high school                                                                 2004-2006
Matriculation    (English, Mathematics, Chemistry, Physics)
Faisalabad board of intermediate                                                       2006-2008
Intermediate:    (English, Accounting, Business Math, Banking)
2010-2012
Certificate in Computing and Technology      London College Of Management Studies  
2009-2010
  ESOL London College Of Management Studies
Hobbies / Interests:
I am extremely creative and have a particularly passion for Fine Art and love to do exercise.
