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OBJECTIVE

To seek a challenging and rewarding opportunity in an organization, where I can utilize my management, customer services and administrative skills to gain further experience while enhancing the company’s productivity and reputation
Area of Specialization

Bachelors of Science in Business Administration
BBA (HONS) Majors in Marketing and Management
Skills
· Communication and interpersonal Skills

· Managing, customer services and negotiation skills

· Customer relationship management (CRM)
· Project Management (Planning, Time Management)
· Team Player, Stress management, Quick Learner, Multi-tasking, flexible. 
PROFESSIONAL EXPERIENCE

Zong, Pakistan 
           Dec 2014 – Oct 2015
Customer service officer
Providing the highest quality of services to customers within the defined SOPs of the company, keep up to date with the latest information with respect to the products, policies and procedures of the company in order to handle customer queries and complaints effectively. Resolve product or services problems by clarifying the customer's complaint, determining the cause of the problem, selecting and explaining the best solution and maintaining monthly KPI and sales targets etc. 
Khyber Developers & Builders (Pvt.) Ltd                                                  Nov 2013—Dec 2014 Administrative Assistant 

Assisting Office Manager in managing the activities of the executive office, answering incoming telephone calls, lead generation, data entry, handling customers request, queries, complaint, office documentation, mail collection, writing business letters, reports and office memos etc. 
AAJ Television, Islamabad, Pakistan                                                         July 2013 – Sep 2013 Internee
Assisting the sales and marketing Executive in formalizing and scheduling daily report and developing new marketing methods.  Also assist team in developing Marketing Campaigns, Planning, Advertising, Public Relations, and Research and assist them in executions of daily plans.

Jubilee Life Insurance company Islamabad                                              June 2012-- Oct 2012

Customer Relationship Officer
To perform all sales related activities for existing and potential customers to achieve the assigned financial targets. This also includes cross selling of all insurance products and services, handling customer inquiries and delivering excellent service through communication and team work.
Educational Qualifications and projects 
	Degree/Certificate
	Year
	Institute/University

	BBA (HONS)
	2010 to 2014
	Quaid-I-Azam University Islamabad Pakistan

	Intermediate
	2008 to 2010
	University Boys College Dir. Upper KPK

	Matriculation
	2006 to 2008
	University Public School Dir. Upper KPK


Projects

· Write and present project on Communication and Interpersonal Skills at the Workplace.
· Write and present career management project on habit number 06 synergy.

· Research paper on “Creating customer loyalty through service customization”

· Write and present a complete business plan in entrepreneurship fair 2014. 

· Report on financial analysis of automobile industry of Pakistan. 

· Strategic management project on Ufone Pakistan
Awards, certificates and achievement
· Got 3rd position in business plan competition 2014 
· Got certificate for organizing Entrepreneurship Fair 2014
· Sales Training certificate in June 2012 from Jubilee Life Insurance Company Ltd. RWP
· Got 5th and 8th position in university hiking competition 2012 and 2013-14 respectively
· Got certificate for Basic course of paragliding from “Shaheen Air Adventures Pakistan” 
· Received certificate and shield for presenting research paper in NUML 2nd International conference challenges in business management 2014
IT PROFICIENCY
· Microsoft Office
· Statistical Program for Social Sciences (SPSS)
· Google docs, MS Project, Data Entry

· U-lead Video studio, Photo Filter
· Prezi
Interests
· Playing cricket and table tennis
· Hiking

· Reading article

· To work for humanity
· Making friends from diverse cultures
REFERENCES
· Available as required.
