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 Young Professional holding Master’s Degree in Business Administration with having 5 years of experience in Admin, Sales & Customer Services looking to get a suitable position in a fast paced, growth oriented environment.           
                                          EDUCATION 

· Master of Business Administration from National College Of Business Administration and Economics  (NCBA&E) 2011, Lahore, Pakistan (Attested)
· Bachelor of Commerce from Punjab University, Majors in Accounting, Commerce and Banking 2007, Lahore, Pakistan (Attested)
                                        AREAS OF EXPERTISE 

	
	· Presentation Skills
	· Counselling
	· Communication Skills

	
	· Time Management
	· Administration
	· Analytical thinking


                                        PROFILE

· Proactive with superior oral and written communication and interpersonal skills

· Proven analytical and problem-solving skills
· Capability of working in a multitasked, fast-paced and changing environment

· Aptitude to work effectively with peers & team members

· Ability to make actionable-fast paced decision, generating desired outcomes

· Superior client service skills
· Proficiency with Microsoft Office applications, (MS Word, Excel, Outlook) 
	


                                        KEY ACHIEVEMENTS 

· Secured a promotion for being a prominent performer in 2014 at BZU Lahore Campus.
· Awarded employee of the month in year 2014. 
· Awarded star of the month in year 2008. 

· Helped thousands of students by student counseling, answering their queries, information about sports & events activities, handling disputes among students etc.
· Develop & train new recruits on an ongoing basis to ensure they start adding value within the expected time frame throughout my career.
                                      PROFESSIONAL EXPERIENCE 

Nov 2013 – July 2015
Record/Admission Officer
Bahauddin Zakariya University - Lahore, Pakistan





Essential Responsibilities/Functions
· Analyze the applications of prospective students based on standard admission policies. 

· Interview students to understand their objectives and background. 

· Provide clarifications to student’s queries in a professional manner.

· Add and drop courses and shifting programs of the students on student’s request under the criteria of University rules & regulations.

· Issuing student’s university cards and receiving any applications of students for implementation purposes.

· Record all the data of students and keep up to date with the software, databse systems.

· Follow-up with students for any enquiries through direct meetings and phone calls.

· Advice students and parents about the programs offered, admission procedure, eligibility and costs involved.

· Advice students about their career selection based on their background, aptitude, interest, current trend & scope.

· Provide assistance with recruitment activities, student interviews, counseling sessions, admission publications, and information sessions. 

· Provide assistance to the students in order to run their daily, weekly & monthly activities.

· Co-ordination with other staff members for effective daily basis operations.

· Maintains an effective oral and written communications process among Administrator, Controller examination, Registrar, Director Academics and other staff regarding matters of implementations. 

· Handling phone calls, customer services and all the administrative tasks.

· Coordinating with student coordinators, visiting campus to view all the operations being run effectively and report to CEO.

· Performing Invigilation during exams or any other duty assigned by the office management.

· Coordinating with quality enhancement cell, Human Resources, Accounts department, Admissions & Registrar Office.

· Attending meeting with Dean and Head of departments.

· Checking and communicating canteen staff, petroleum & Diesel staff, Solar panel, guards, electricians, painters, vendors, software developers, bookshop, transporters, purchase manager and sign the essential documents for clearance and for acknowledgement purposes.

· Handling events and arranging auditorium for any function, speech, events, competitions etc.

· Completing all necessary steps before/after activities.

· Filing all documents, issuance of inventory, gate pass documentation, security work and all the other activities in day to day manner.

Oct 2012 – June 2013
Sales & Customer Services Representative 
Digital Globe Services - Lahore, Pakistan
Essential Responsibilities/Functions
· Facilitate all services according to company and client requirement. 
· Coordinate with customers and avoid any discontinuation from their end. 
· Assist customers with all knowledge on products and services and perform follow ups. 
· Administer all customer complaints and ensure timely resolution within required guidelines. 
· Greet the customers with care and help them give all the product knowledge the need.
· Manage and process and correspondence with customers. 
· Schedule all customer appointments according to procedures and documents all customer transactions.
April 2010 – September 2010
Customer Services Executive 
The Resource Group - Lahore, Pakistan

Essential Responsibilities/Functions

· Recruit field agents for TRG FIELD Solutions.
· Conducting basic interviews from candidates and forward their leads to the appropriate cities as per understanding.
· Arrange meet & greet sessions with USA City Managers.
· Get follow-ups from candidates via emails and calls. 
· Leaving voice messages if candidate is unavailable.
· Attend meetings by TRG staff and senior Managers to plan exercise on weekly basis.
· Respond queries of candidates in best possible ways.
· Schedule all candidate appointments according to procedure.
December 2009 – February 2010
Sales/Customer Support/Service Representative (USA Campaign)
Abacus Consulting (Solo Mobiles) - Lahore, Pakistan

Essential Responsibilities/Functions

· Attracts potential customers by answering product and service questions; suggesting information about other Mobiles and services.

· Resolves product or service problems by clarifying the customer's complaint; 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.

· Adjusts content of sales presentations by studying the type of sales outlet or trade factor.

· Focuses sales efforts by studying existing and potential volume of Mobile dealers.

· Submits orders by referring to price lists and product literature.

· Keeps management informed by submitting activity and results reports, such as daily call reports, weekly work plans, and monthly and annual territory analyses.

· Monitors competition by gathering current marketplace information on pricing, Smart Phones, new SP’s, delivery schedules, merchandising techniques, etc.

· Prepares product or service reports by collecting and analyzing customer information.

· Contributes to team effort by accomplishing related results as needed.

Nov 2007 – August 2009
Sales Executive (Tele-Sales USA Campaign)
Ovex Technologies - Lahore, Pakistan

Essential Responsibilities/Functions

· Products we were dealing in were Dell Computers, Digital Camera, and Printers.
· Facilitate customers with detailed product knowledge and using rebuttals where required.
· Coordinate with customers and avoid any discontinuation in call. 
· Worked in a target sales and highly competitive environment.
· Listening about their concerns and give them the ways to choose different payment options.
· Focused carefully on each call to avoid any wrong commitment, making quality sale and working along with quality assurance department.
· Schedule all customer details on CRM software to manage, process and correspondence with customers. 
August 2005 – October 2007
Relationship Officer
Union Bank Limited - Lahore, Pakistan

Essential Responsibilities/Functions
· Achieved the monthly targets given by the Manager and Team Lead successfully
· Maintained effective relationship with the customers.

· Maintained and updated the status detail records of each customer.

· Used sound knowledge of bank processes regarding loans, credit/debit cards, car finance etc. among buyers, potential & future prospects and clients.

· Used cross sell the credit cards among other clients of Bank.

· Used communication skills to deal with all levels of professionals.

· Planned the work perfectly to achieve the assigned targets in time on continuous basis.

                                          PROFESSIONAL TRAININGS 

· Certificate of Training ERP Industrial Implementation using SAP covering six Modules:
· Payable

· Receivable

· Cash Management

· TQM

· Production

· Product Planning

· Certificate of Participation at TRG Premier League as finalist & stand as ‘Winner’
                                                                     PERSONAL DETAILS

· Nationality – Pakistan

· Marital Status – Married
· Language Proficiency – English, Urdu & Punjabi
· Visa Status – 90 day visit visa
REFERENCES WILL BE SERVICED UPON REQUEST

