
	Career Objective

	Seek a team-oriented environment that fosters professional development and be able to have a challenging position with potential growth and advancement. Looking for an opportunity to join a leading marketing organization. Familiar with the identification of prospects, cold calling and attending client meeting and product demonstrations. Positive, energetic, focused and eager to further grow and develop existing business skills.  
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	Personal Attributes /Skills

	· Self motivated and can act on own initiative.

	· Can quickly learn in a consultative and complex industry. 

	· Conversant with Microsoft Office Applications (Excel and Word).

	· Flexible with working hours.

	· Adaptable and have a positive attitude towards change.

	· Motivated, persuasive and goal oriented.

	· Excellent negotiation and problem solving skills.

	· Excellent  communication skills, (written, and verbal)

	· Ability to work well in a fast-paced professional office environment

	· Experience of and able to communicate effectively with key decision markets 

	· Strong problem solving skills, basic accounting principles knowledge, documentation skills, research and resolution skills, data analysis and multi-tasking skills.


	Academic Credentials

	· D.com (Diploma in Commerce)



(2011)

	· Matriculation






(2010)

	· Manual Accounting
 Diploma

	· Microsoft Office - Ms Word, Ms Power point , Ms Excel, Microsoft Outlook & Instant Messaging Applications, 

	· Hardware & Software Installations & Troubleshooting  More than 2 years experience

	· English Spoken Course for 2 months Diploma. 


	Work Experience:

	Company: For You Internet Café, Dubai UAE 

	Position:  Sales Clerk/ IT Resolve problems 

	Duration: 22July , 2013 up to present

	RESPONSIBILITIES:

	· Typing Documents and other paper works.

	· Making all kinds of Letters to customers

	· Editing documents for customer

	· Making CVs to customer

	· Installing Software and windows of all kinds of computer

	· Formatting/Troubleshooting/Reparing all kinds of computers/Laptops.

	· Ensure all the needs of customer are giving/make properly satisfaction

	· Ability to communicate professionally in person and by phone.

	· Utilize product knowledge to promote sales.

	· Responsible for ensuring store appearance is clean and presentable at all times.

	· Enter register transactions accurately.

	· Stay informed of store policies, procedures, and promotions.


	Work Experience:

	Company: Chaman Ice cream parlor (Sialkot, Pakistan) 

	Position:  Computer Operator/ Data Entry (part time)

	Duration: 1 year (Part Time)

	Job Responsibilities:

	· prepare, compile and sort documents for data entry check source documents for accuracy verify data and correct data where necessary obtain further information for incomplete documents update data and delete unnecessary files

	· combine and rearrange data from source documents where required enter data from source documents into prescribed computer database, files and forms

	· transcribe information into required electronic format scan documents into document management systems or databases

	· check completed work for accuracy store completed documents in designated locations

	· maintain logbooks or records of activities and tasks respond to requests for information and access relevant files

	· print information when required comply with data integrity and security policies

	· Maintain own office equipment and stationery supplies.


	Company: Leather Field (Sialkot, Pakistan) 

	Position:  Office Boy 

	Duration: March, 2011. 27August, 2012.

	Job Responsibilities:

	· Disseminating information through telephone, websites, mail services, and e-mail.

	· Organizing and maintaining electronic and paper files and managing projects.

	· Answering telephone, direct, screen calls, taking and relaying messages.

	· Maintaining and devising office systems, including filing, data management etc.

	· Providing information to callers, greeting persons entering organization and directing individuals to correct destination.

	· Monitoring the use of equipment and supplies within the office.

	· Dealing with queries or requests from the visitors and employees.

	· Coordinating the maintenance and repair of office equipment.

	· Assisting other administrative staff in wide range of office duties.

	· Collecting and distributing couriers or parcels among employees and opening and sorting emails.

	· Delivering facsimiles and transmitting them, and performing any related internet search tasks.

	· Helping the receptionist, secretaries, or other administrative assistants in performing their duties.


	Personal Details 

	Date of Birth

:
10Dec,1991

	Marital Status
:
Married 

	Passport no

:


	

	Visa Status

: 
Employment Visa

	Languages Known
: 
English, Hindi, Urdu

	Nationality

:
Pakistani

	Height                         :          5’


	Declaration

	I hereby certify that the above information mention is true and correct to the best of my knowledge and belief. 


