CURRICULUM VITAE
Ahmad Ali
CAREER OBJECTIVE 

A document controller with a proven ability to establish and maintain an effective filing and archiving system for paper documents and files in accordance with company and archiving procedures. 

To expand skills and experience within the Human Resources, Sales & Marketing.

Easy going by nature and able to get along with both work colleagues and senior managers, currently looking for a suitable document controller position and growing company. 

Responsible for establishing and maintaining an effective document control systems. Ensuring that all design documentation is accurate. 
EDUCATION HISTORY

         2014
                     University of Punjab 
B.A (Humanities)

         2012                
Board of Intermediate & Secondary Education Lahore

F.A (Humanities)

         2009               
Board of Intermediate & Secondary Education Lahore




High School Certificate (10th)

AREAS OF EXPERTISE:

· Document management/Control
· Office IT desk support skills

· Secretarial tasks

· Archiving
· Data entry
· Communication Skills
· Sales & Marketing

PERSONAL INFORMATION
	
	

	Date Of Birth
	30 March 1990

	
	

	Marital Status
	Single

	Religion
	Muslim

	
	

	
	

	Nationality
	Pakistani


WORK EXPERIENCE 

	Nov 2014 – Current

Aug 2011–Jul 2014
	Human Resource, First National Recruitment Company

Riyadh (Kingdom of Saudi Arabia)

(Document Controller)
Responsibilities and achievements:

·   Maintaining a tracking facility to enable documents to be updated easily. 

·   Scanning in all relevant new documents. 

·   Checking dispatch documents are accurate.
·   Teaming up with other documentation groups.  

·   Responsible for maintaining hard copy information. 

·   Issuing and distributing controlled copies of information. 

·   Managing and maintaining a meridian Document Control System.
·   Prepares source data for computer entry by compiling and sorting information; establishing entry priorities.
·   Maintains data entry requirements by following data program techniques and procedures.
· Provide advice on procedures of issue and methods in accessing the system. 

· Ensuring all documents is as up to date as possible within electronic filing systems. 

Customer Sales Officer (CSO),
Pakistan Telecommunication Company Limited, Lahore, Pakistan

(Sales & Marketing)
Responsibilities and achievements:

· Achieve monthly sales targets.

· Manage indirect sales channel, affinity partners, franchises and distributor.

· Manage Kiosk/Float and other Sales/Retail activities.

· PTCL Branding, Merchandising.
· Identifying potential accounts, and offering the best corporate solutions to businesses.
· Responsible for monthly sale targets.

· Managing customer portfolio, ensuring recovery and customer satisfaction.

· Post Paid Sales target by corporate, amp (Archive Management Packages) & individual segment.
· Responsible for company Sales target.

· Daily sales visit in corporate.

· Responsible for providing product training to new staff.


OTHER SKILLS AND CERTIFICATES

Computer Skills:

· SAP Business One (System Application Products) Version 8.82 (Data Entry)

· Microsoft Office (Word, Excel, PowerPoint, Outlook) 

Language Skills:

· English - Fluent (Spoken, Listening, Reading, Writing skills)

· Arabic - Basic (Spoken, Listening, Reading, Writing skills)
· Urdu - Native Tongue

· Punjabi - Mother Tongue

INTERESTS AND ACTIVITIES

· To watch motivational videos.

· To spent more time on Internet (learning sites).

· To visit historical places.

· To meet self-made & successful people.

· To play cricket.
REFEREES

· Reference will be furnished upon demand.
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