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Career Objective:
Interested to establish my professional career in a progressive organization having atmosphere that allows exploring my skills & abilities to become a contributing team member, I am a team Player with strong technical, management and communication skills and have ability to portray innovation and incentives in order to excel in the chosen field. I am a people person and love to deal with people from diversified back ground. I keep my mind open to all possibilities and always use emotional intelligence to remain calm while solving critical issues of the guests. 
Qualification:
2007 – 2011, Bachelor in Banking and Finance (B.COM HONORS)
CGPA -3.1 / 4
University of Central Punjab, Lahore (One of the Top University in Pakistan)
2005 – 2007, I.COM
Board of Intermediate and Secondary Education, Lahore
Professional Experience:
Dec 2013 to Feb 2015:
             Guest Relation Officer
   I have a work experience in Pearl Continental (Recognized 5 Star Hotel with PC Approved Management) Lahore.  Major responsibilities includes: 
· Promote and develop team-oriented philosophy stressing the importance for providing unparalleled commitment to excellence in service.
· Provide excellent service consistent with the company’s core service standards and brand attributes.
· To provide hotel guests with above-and-beyond service to ensure their experience will be worth remembering.
· Respond to and resolve all guest correspondence which includes letters, e-mail, phone calls, guest comment cards, and provide comprehensive reports to senior management.
·  Gives each guest a personal recognition. 
· Reviews the arrival list daily and assists in preparing and distributing welcome amenities. 
· Be knowledgeable of Department and Hotel goals. 
· Own all requests and complaints; resolve issues immediately and follow up to ensure the guest’s satisfaction.
· Be knowledgeable of Hotel information to answer guest inquiries.
· Be familiar with all hotel services/features and local attractions/activities to respond to guest inquiries via e-mail accurately.
· Assist Social Media Specialist with work duties by reviewing and posting responses on Social Media Platforms.
· Monitor responses sent to guests to ensure our guest service standards are met.
· Measure, analyze and report guest satisfaction performance.
· Always remain concerned in taking special care of any kind of VIP treatment according to internal regulations and standards.
· Coordinate and manage communication between guests and staff and follow up to ensure complete service recovery. 
· Perform all other duties as requested by the senior management. 
Sep 2012 to Dec 2013
Worked in “Mobilink” (the largest mobile company in Pakistan) as in Project Management for Post Paid Customers, major responsibilities include:
· Interact with customers to provide information and best customer service in response to inquiries about products and services and to handle and resolve complaints.
· Determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution.
· Accesses the company’s internal systems to obtain and extract order information and provide customer service management with the data for inclusion in various scheduled and special reports.
· Develop Projects / Arrange Team for the decided projects, prepare the reports. 
July 2011 to Sep 2011
Worked on internship in UBL (United Bank Limited) major assignments included
· Evaluate financial reporting systems, accounting or collection procedures, or investment activities and make recommendations for changes to procedures, operating systems, budgets, or other financial control functions
· Establish and maintain relationships with individual or business customers or provide assistance with problems these customers may encounter. 
 Jan 2012 to March 2012 
Worked on Internship in Silk Bank assignment included 
· Preparation of operational or risk reports for management analysis.
· Cash Handling
Volunteer Experience 
· Worked as a member of management team in an event organized for special children by AKHUWAT Micro 
Financing bank at Alharmrah Art Council. 
· Carried out another volunteer work in Nasheman Home for Disables
Computer Skills:
I am proficient in computer programs and have working knowledge of MSOffice, Email & all Internet applications.
I am good in applying social media tools for business activities. 
Communication Skills:
Fluent in oral & written English and Urdu. Possess great drafting skills. 
Interests:
· Movies
· Socializing
· Traveling 
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