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Personal Profile
Developed good judgment and analytical skills through various experience, also developed decision making ability by motivating and leading the team; organizational, sales and marketing skills. Good team player and able to work on its own initiative. 
Further creative, enthusiastic and determined, Flexible and Target oriented, MS Windows, Packages (Power point, Word, Excel). 
Education:
MBA                  


Institute of Business and Technology



Subjects studied: HRM, Marketing,Management 
B.A                                  
Allama Iqbal Open University Islamabad




Subjects studied: English, Economics,
Employment History 
April 2015--------Date   AS Foreign Education Consultants UK LTD 
STUDENT COUNSELOR
Working as student counsellor responsible to Recruit Students from Overseas for UK Institutions and around the world Provide them Proper guideline regarding Environment, Living Cost, Accommodations, Visa Processing, Pre-Departure Information, Health & Insurance & Travelling Arrangements, File Processing, Case Submission -Organising Seminars and Attending Agent Workshops.
June 2012 ----- Apr 2015          ASA International 
BRANCH MANAGER
· Maintain daily basis record manual and in MIS 
· Group formation.
· Handling 2000clients.
· Train the staff regarding communication and Marketing Skills.
· Making Disbursement timely disbursement.
· Ensure 100% Collection. 
· Guideline to staff to Marketing for searching the potential client for achieving the targets 
· Community Mobilization.
· Implementation of Organization policies and procedures
· Daily Follow-up and close communication with clients  
· Ensure daily basis closing of day work.
· Ability to deal with customers and to deliver a commercial speech including all the explanation concerning products and services.
· Ability to represent in the branch by demonstrating professionalism and dynamism
· Ability to respect policies and procedures
· Ability to manage the information by using the MIS and keeping records in  client files
· Exhibit good communication skills and a drive for initiatives.
· Good command of English and Urdu
Aug 2010 – Aug 2011

MCB BANK Limited (HR Department)
· Registration of employees in EOBI and Dispatched out the EOBI Cards Circle wise.
· To maintain employee files & other documentation. 
· To register employee information in SAP.
· Liaison between Head Office and with insurance Companies for employees' insurance, hospitalization, claims & other activities related to Health & Life insurance.
· Updated leave database and maintaining leave applications/time adjustments.
· Entered Medical Bills in the system, Processed and verify the deductions. 
· Earned excellent marks on performance reviews, with citations for excellence in areas including work volume, accuracy and quality; ability to learn and master new concepts; positive work ethic; and commitment to providing unsurpassed service.
SKILLS: 
Meeting with customer to determine requirements of the customers andexperience within various customers focused roles has given me an appreciation of the high standards of service which are required 
Good communication skills and the art of persuasion. Developed good interpersonal skills dealing face to face with a variety of customers at different Banks, My degree course greatly enhanced my written and verbal communication skills due to the many presentations, assignments, essays and projects required and Working on team projects during my degree has involved different roles which have developed negotiation and persuasion skills.  
I have always tried to do my best and I hope that my previous employers and co-workers can back my words. Personally, I like challenges and I am always trying to find new ways of doing things. That does not mean that I am perfect, but I certainly strive to do things all right. My experience at various customer focused organizations has given me the skills and confidence to deal effectively with customers, as well as colleagues. 
Experience of working under pressure and to tight deadlines; reliable and efficient when dealing with customers, Effective organizational, communication and planning skills developed when working as well as during my studies where deadlines were given for specific tasks such as course work, presentations and exams. 
Proficient in the use of Microsoft Office including Word, Excel and PowerPoint and Reservation & Ticketing system confident internet user and have used the web to research many topic areas for my course. 
Skills and software 
Internet skills 
Working Knowledge of Microsoft Word, Excel and PowerPoint  
Familiarity with Microsoft Windows Operating Systems  
Good teamwork as well as good communication skills  
Extensive customer liaison experience 
Additional Information 
Fluent in English, Urdu, Punjabi 
HOBBIES  
I have had numerous hobbies and interests throughout my life that seem to change with the times during my spare time, I enjoy socializing and catching up with my friends. I love improving my skills by carrying out research; I also like swimming, travelling and visiting new places and historic buildings
Health: Excellent; non-smoking 
References available on request 
