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	MUHAMMAD
Visa Type: 3 Months Visit Visa



	Profile Summary
	· Excel at interfacing with others at all levels to ensure organizational goals are attained.

· Proactive approach has resulted in capturing numerous accounts and expanding client base.

· Possess excellent interpersonal, analytical, and organizational skills.

· Excel within highly competitive environments where leadership skills are the keys to success.


	 Experience
	Position Title: Front office Supervisor

Reports to: Front Office Manager / Duty Manager

· Ensure Outstanding customer care at all times.

· Maintains a friendly, cheerful and courteous demeanour at all times.

· Courteously and accurately answers inquiries from potential guests and accepts hotel reservations. 

· Responds to telephone and in-person inquiries regarding reservations, hotel information and guest concerns.

· Uses suggestive selling techniques to sell room nights, increase occupancy and revenue.

· Supervise daily shift process ensuring all team members adhere to standard operating procedures.


	May-14 –January-16


	
	Hotel Javson , Defence Road Sialkot, Pakistan
Job Title: Server / Waiter

REPORTS TO: Restaurant Manager / Supervisor

· Greets guests and presents them with the menu.
· Informs guests about the special items for the day and menu changes if any.
· Suggest food and beverages to the guest and also try to upsell.
· Take food and beverage orders from the guest on the order taking pads or on the handheld Point of sale ( POS ) system.
· Obtaining revenues, issuing receipts, accepting payments, returning the change. 
· Performing basic cleaning tasks as needed or directed by supervisor. 
· Filling in for absent staff as needed
· Punch the order on the POS machine and make sure to enter the special requirements made by the guest while ordering the food. Eg: No Garlic, less spicy etc, Without egg etc.

	April 10 –May-14


	
	TABBISH INTERNATIONAL COMPANY, Shahabpura Sialkot, Pakistan.

Job Title: Purchasing Officer
Reports To: Manager 

· Purchase the highest quality merchandise at the lowest possible price and in correct amounts.
· Prepare purchase orders, solicit bid proposals and review requisitions for goods and services.
· Research and evaluate suppliers based on price, quality, selection, service, support, availability, reliability, production and distribution capabilities, and the supplier's reputation and history.
· Analyze price proposals, financial reports, and other data and information to determine reasonable prices.
· Monitor and follow applicable laws and regulations.
· Negotiate, or renegotiate, and administer contracts with suppliers, vendors, and other representatives
	July 09 – April 10

	
	Diamonds Drugs and Co, Sialkot Cantt, Pakistan.

Job Title: Data Entry Operator

Reports To: Operation Manager

· Insert customer and account data by inputting text based and numerical information from source documents within time limits

· Compile, verify accuracy and sort information according to priorities to prepare source data for computer entry

· Review data for deficiencies or errors, correct any incompatibilities if possible and check output

· Apply data program techniques and procedures

· Generate reports, store completed work in designated locations and perform backup operations

· Keep information confidential
	November 08-July 09 

	Professional Training Sessions
	Training Session Bancassurance Sales Consultant
Conducted by EFU Life Assurance Ltd.
Held at Training Centre Lahore, Pakistan.
	February,2012


	Education
	I.Com (Intermediate In Commerce)

Board Of Intermediate & Secondary Education, Gujranwala, Pakistan.


	          2009

	
	Matriculation

Board Of Intermediate & Secondary Education, Gujranwala, Pakistan.


	          2007

	IT Skills


	Software Course( MS Office, EDP, Typing, Dos, Windows 7,8 XP)

AKCC Shahdara Lahore, Pakistan.
	April 12 –Oct-12



	Key Personal Attributes


	· Enthusiastic

· Proactive

· Innovative

· Dynamic

· Hard-Working

· Team Player

· Taking Initiative

· Highly Motivated

· Strong Communication Skills

· Interpersonal Skills



	Refrences
	Will be provided when Required
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