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	A service-oriented career catering to employer and its client needs and helping achieve management objectives of the organization.
PROFESSIONAL EXPERIENCE

	
	April 2009 to July 2014    MEDIBANK AUSTRALIA (Health insurance)
Workflow officer

· Running macro system which helps to download all the application from our data base and online member request.
· Generating 35 reports in a week and corresponding with manager of different state in medibank.
· Monthly running system of payments via cash or credit card around 2000 plus members

· Training the junior staff for processing applications

· Interviewing interns for the required dept.
· Play a vital role in the short  term project within the company
· Process application of AGR, new joins cancellation members

· Process and update members’ cheques in the system and transfer the finance dept.
· Correspondence with all other team members or department when needed via phone and email.
· Participate as a team player in company events e.g. Christmas Anzac day etc.

· Work overtime to meet the company KPI’S

· Data entry if required, for the new members at the time of rate change

June  2008 to Nov 2008   DIABETES AUSTRALIA

Retail Outlet Officer
· Serving walk-in customers at the counter

· Resolving queries and generating orders on phone

· Providing broad range of Administration duties

· Handling daily cash

· Meeting daily targets and KPI;s

· Bulk Data entry and stock assistance

· Processing all the paper work in the system, updating fact sheets,

Quotes, and invoices and keeping all record of mail in/out.

· Assisting supervisor in relevant domain

· Handling of sales order via phone /fax and email.
May 2005 to Feb 2008       TELENOR                                                             (A Norwegian Telecommunication Company offering Mobile GSM services in Karachi Pakistan)
Assistant Customer Services Officer

· Resolve customer query, complaints and issues of daily walk-in customers.

· Handling cash

· Process customers application within the timeline 
· Maintain an office filling system and administration duties of the Customer service outlet

· Process and follow up on daily sales invoices, orders and quotes
· Training and mentoring of new staff

· Meeting daily Targets and serving time KPI’s of customers

· Telesales
· Processing customer orders on database.
Nov 2004 to Jan 2005      SYNERGY                                                         Advertising - One of the renowned Advertising Companies of Karachi (Pakistan)
Admin /Co-coordinator
· Handle all incoming phone query for the events.
· Communicate order with the client and team members
· Meetings with client on their upcoming events/discussion/problem solving            and organizing events.
· Daily banking

· Handling daily and cash.

· Processing all the data entry work.

· Liaise with both internal business units and external clients

· Maintaining and updating records management systems
· Follow up on advertisements in print media.



	
	Jan 2002–Nov 2003
MOBILINK                                                                    (An Orascom  Telecom Group Company originating from Egypt serving GSM customers in Karachi Pakistan)
Customer services officer

· Serving walk-in customers at the outlet

· Accountable for branch monthly sales target

· Processing daily admin duties (strongly word and excel)

· Successfully served 100 or more Mobilink customers daily

· Handling cash

· Process and follow up on daily termination, refund and retention cases

· Meeting daily KPI’s

· Correspondence with finance and warehouse department

· Bulk Data Entry

· Training and mentoring of trainee staff.

Nov 2000 –Jan 2002

Sales –Co-coordinator

· Generating 30 to 40 customer leads on the phone, in order to meet monthly sales target

· Acted as a liaison between sales representatives and clients

· Handling all incoming sales calls

· Prepared quotations, invoices, proposals, and corporate letters for direct and corporate sales team

· Administered documentation related to direct and corporate sales team

· Back-up for in-houses sales

· Also worked as Tele-Marketing Supervisor providing telemarketing staff with documentary requirements and forwarding sales lead

· Trained new recruits for sales department

	
	Jan 1998  to Jan 1999 
ARABIAN SEA RESORTS

An eminent local travel & tour company

Tele-marketing Supervisor

· Conducted surveys on the phone prospective clients on their travel experiences

· Supervised junior tele-marketing staff and resolved unusual customer queries

· Reported activities to the manager at day-end and took appropriate action to improve employee productivity and customer retention

May 1997 to Dec 1997
CITIBANK
Credit and Collection Officer

· Processed recovery information for accounts exceeding credit limit

· Meet target of calling 100 customers per day.

· Efficiently updated customer records on computer

· Reported to credit and collection manager about daily cash collection.



	Education
	1997-1999
Karachi University, Karachi,— Bachelor of Commerce

1995-1997
Board of Intermediate Education, Karachi,—Intermediate Commerce (High School)

1993-1995
Board of Secondary Education, Karachi,


	Personal details
	Date of birth
June 5, 1978

Place of birth
Karachi,
Citizenship      Pakistan / Australian
Marital status
Married



	
	

	Professional Skills/Training

	· Analyzing Customer Behavior

· Practice of Total Quality Management

· Communicating effectively to right departments

· Identify Problems and provide right solution

· Market intelligence on customers’ competitors

· Good Business Communication Skills

· Excellent computer skills including MS Outlook


