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Objective: To pursue a professional career in a prestigious organization such as yours, this provides competitive working environment with growth opportunities and where I can utilize my professional skills and abilities at most.
Experience
· Garments shop work as a salesman
FromJAN 2013-To-NOV 2013
Responsibilities as aSalesman :
· Ensures incoming customers are given the highest possible personal service.

· Maintains effective communication with all customers smooth service delivery.

· Professional and friendly manner, satisfying customers expectations.
· Ensures the customers receives the he/she is expecting.
· Worked as "Admin Assistant “in Master Glass Fiber-Karachi.
 From Oct 2010 to Jan 2012
Responsibilities as an Admin Assistant:

· Manage inventory of assets and supplies, sourcing for suppliers (vendors) and submit invoice in account Dept.
· Prepare meeting minutes, meeting notes and internal support materials.
· Maintained the office database – retrieved and organized information for individual employees and clients.
· Filed and recorded corporate documentation, electronic files, inventories and reports.
Academic Qualification
· Diploma in Hotel Management from PITHM (Pakistan Institute of Tourism & Hotel Management) KarachiPakistan.
· Intermediate in Commerce from Karachi Board.
· Matriculation in Science from Karachi Board. 

Technical Qualification 
· Diploma in Computer Hardware
Skills 

· Effective use of MS Office
· Able to Work on Peach Tree Software.

· Able to Work in Fidelio Software.

· Organized, Efficient, Self-Motivated and able to work independently.

· Good Communication Skills 
· Ability to meet deadlines and work in pressure in a multi-lingual and multi cultures team.
Personal Profile:
Date of Birth                                  : June, 08, 1988
Religion               : Islam
Nationality         : Pakistan
Marital Status        : Single
Visit Visa 

Languages English, Urdu
Personality:   Enthusiastic, Responsible, Loyal, Dedicated, Self –Motivated, Punctual, Organized, Co-Operative, Adaptable, Go-Getter, Hard Worker, Disciplined and Confident.
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