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SUMMARY
A dynamic, self-motivated, dedicated worker, assertive, flexible and persistent individual and has the ability to work well even under pressure, able to multi task that help an organization run efficiently, always ready to learn, able to deal different attitudes of a customers and most of all trustworthy.
PROFESSIONAL OBJECTIVE
To obtain a position in your company that will allow me to learn new knowledge and skills while utilizing my previous experiences and to serve in best possible way with sheer determination and commitment to achieve organizational as well as personal growth.
SKILLS AND STRENGTHS
· Computer Literate 
· Good Communication and active listening skills 
· Result driven, work well even under pressure 
· Fast learner, can easily adopt to any environment producing quality work 
· Responsible with good moral character 
· Dynamic, assertive, flexible and persistent 


WORK EXPERIENCE
  Computer Operator / Customer
Services
Al Ruwais Internet Services
Deira, Dubai, United Arab Emirates.
November, 2014 – Present
· Assist customers when they have trouble or questions using computer software’s such as. 
· Microsoft Office, Adobe software’s and all software’s that are being used in the cyber cafe. 
· Provide services such as encoding, printing, downloading and all other operations provided by the cafe. 
· Have primary knowledge of computer maintenance and software installation. 
· Possess knowledge on popular online and LAN games will be assisting customers to use it. 
· Troubleshoots different kinds of computer programs, hardware’s and software’s. 
· Provide excellent customer care. 
· Keep accurate records of logs and inventories of the shop. 
· Time customers of the number of minutes or hours they will use the computer or internet. 
EDUCATIONAL BACKGROUND
Intermediate
Board of Intermediate Education
Karachi, Pakistan.
(December 2012)
Matriculation
H.M. Tiny Tots Secondary School
Karachi, Pakistan.
(May 2010)


  Document Controller / Customer
Services
Round The Globe Shipping Pakistan
(Pvt) Ltd.
Shahrah-e-Faisal Karachi, Pakistan.
May, 2010 – October, 2014.
· Maintaining a tracking facility to enable documents to be updated easily. 
· Scanning in all relevant new documents. 
· Checking dispatch documents are accurate. 
· Presentation and filing of documents and drawings. 
· Responsible for maintaining hard copy information. 
· Issuing and distributing controlled copies of information. 
· Managing and maintaining a Meridian Document Control System. 
· Provide advice on procedures of issue and methods in accessing the system. 
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Ensuring all documents is as up to date as possible within electronic filing systems. 
· To update Vessel Schedule and forward to all shippers. 
· Fully coordinate with shipping line offices for equipments. 
· Preparing reports for managements review on competition performance. 
· Monthly reporting for reefer cargo to management. 
· Coordination with shippers. 
· Preparing daily bookings status. 
· Coordination with accounts department for payments. 
· Sending tracking messages to shippers. 
· General documents filling. 
· Prepare monthly export statistics reports to director. 
· Prepare freight invoices of export containers and forward to accounts department. 
  Document Controller / Customer
Services / Operations
Asif Younus Agencies.
Karachi, Pakistan.
May, 2007 – April, 2010.
· Maintaining a tracking facility to enable documents to be updated easily. 
· Scanning in all relevant new documents. 
· Checking dispatch documents are accurate. 
· Presentation and filing of documents and drawings. 
· Responsible for maintaining hard copy information. 
· Issuing and distributing controlled copies of information. 
· Managing and maintaining a Meridian Document Control System. 
· Provide advice on procedures of issue and methods in accessing the system. 

· Ensuring all documents is as up to date as possible within electronic filing systems. 
· To update Vessel Schedule and forward to all shippers. 
· Fully coordinate with shipping line offices for equipments. 
· Preparing reports for managements review on competition performance. 
· Monthly reporting for reefer cargo to management. 
· Coordination with shippers. 
· Preparing daily bookings status. 
· Coordination with accounts department for payments. 
· Sending tracking messages to shippers. 
· General documents filling. 
· 
Prepare monthly export statistics reports to director. 
· Prepare freight invoices of export containers and forward to accounts department. 
PERSONAL INFORMATION
	Date of birth
	:
	May 16, 1993

	Birth Place
	:
	Karachi, Pakistan

	Nationality
	:
	Pakistani

	Sex
	:
	Male

	Age
	:
	22

	Citizenship
	:
	Pakistan

	Visa Status
	:
	Employment Visa

	
	
	(Transferable)

	Religion
	:
	Muslim, Islam

	Driving Licence Holder:
	Karachi, Pakistan.


I therefore certify that the all information’s above are correct to the extent of my knowledge.
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