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Seeking a suitable position in an esteemed organization in perspective of my eligibility and experience attained and utilize it well in its extent for further career enhancement as well for growth of the organization associated.
	

	


Position Title:
Sales Officer
Organization:
Al-Qamar Auto Spare Parts Co. LLC UAE
Tenure:

Dec 2011- March 2014 
Duties:
· Daily Cash Sales 

· Preparation of sales quotations. 
· Responding to costumer’s emails for credits sales.
· Responding to costumers queries.

· Daily and weekly inventory report for stock check.

· Daily and Weekly Progress Report.
· Preparation of different reports to check sales and stock.
Position Title:
Sales Officer/Assets Controller 

Organization:
Coca Cola Pakistan 

Tenure:

Jan 2011- Nov 2011 

Duties:

· In charge of Day to day management of Assets.
· Tagging and physical verification of all assets.
· Prepare monthly report of assets additions, transfer and disposals.
· Publicity of new promotions and schemes in market.

· Preparation of weekly sales and visits reports.

· Coordination with Auditor for Assets check and Merchandising.
· Preparation of different reports to check sales and stock.
· Responding to costumer queries.  
Position Title:
Sales Officer

Organization:
Ismail Industries (Candy land)Pakistan

Tenure:

March 2009 - Dec 2010 

Duties:

· Daily sales order booking from Market.
· Distribution of Goods as per orders. 

· Daily Market visit for new costumers.

· Publicity of new promotions and schemes in market.

· Preparation of bills and cash collection from wholesalers.

· Coordination and arranged visits of sales manager in market.
· Preparation of different reports to check sales and stock.
· Responding to costumer queries.  
	

	


2010



Bachelor in Commerce
The Islamia University

Bahawalpur -- Pakistan

2007



Diploma in Business Administration 




Punjab Board of Tech Education 




Lahore -- Pakistan

2004



Matriculation (Commerce)

Board of Intermediate & Secondary Education

Bahawalpur – Pakistan

· Hard working Target oriented.

· Fluent in English, Arabic, Urdu, Hindi, Punjabi and Saraiki (mother language. 
· Ability to work & perform under pressure with effective time management.

· Role model with the ability to lead & motivate.

· Flexible to work continuously for long durations whenever required.

· Excellent decision making skills with analytical thinking.

· Quick Efficient Learner.

· Pro-Active to work in an automated working environment.
	

	

	· All Windows Operating System, MS Office 2010 (Word, Excel & Outlook)

· Great speed in computer typing.
· Internet Browsing, Searching, E-mailing, Scanning& Printing.


Nationality

:

Pakistani

Marital Status

:

Single


	


	


References will be furnished on demand.
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