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Contact HR Consultant for CV No: 341817

E-mail: response@gulfjobseekers.com
Website: http://www.gulfjobseeker.com/employer/cvdatabasepaid.php
Career objectives:
To work with dedication and devotion, and to meet to the expectation of my superiors. I shall strive hard and endure my best to enhance the overall development of the organization with available men and material. To excel area of my activity by taking up challenging assignment at work place and contribute to growth of organization by using my knowledge, skill, experience in best possible way through hard work.

Career Highlights:

· Self-motivated, responsible, creative flexible and able to work independently as well as in a team 
environment.

· Fully familiar with work conditions and requirements.

·  Possess good knowledge of computer software’s and their application in Office Automation

· Have excellent planning, organizational and interpersonal skills.

· Ability to work under pressure and to meet strict deadlines. 
· Highly organized and dedicated with positive attitude.

· Good communication skills and able to maintain good inter personal relationship in spite of the rigors of extended period of work.

Experience:
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EMIRATES DRIVING INSTITUTE

Customer Service/Branch In-charge
25-02-2011 to 05-05-2016
Sales:-
· Answering incoming calls and assisting customers in their specific enquiries. 

· Creating further interest in the company's services by inviting customers to use all services offered during outbound calls.

· Arranging the dispatch of products, information kits or brochures to clients and interested parties.

·  Providing Market Research for the company.

· Converting potential prospects into customers.

· Creating leads with existing customers and follow-up on those leads.
Customer Service:-
· Following-up client calls with e-mail or fax if needed.

· Handling all the activities of the branch.

· Scheduling all the appointments.

· Effectively handling customers’ complaints.

· Maintaining a professional and ethical business relationship with customers at all times.

· Eensuring customer satisfaction while maintaining continuous business from existing clients.

· Concluding customer interactions effectively with a positive outcome.

· Client Retention.

· Quantify and qualify customer satisfaction.

· Working as team player.

Administration:-
· Ensuring that all relevant data is administrated correctly in the system.

· Providing weekly reports to management.

· Assisting Customer Care Manager in operational processes.

· Ensuring that all relevant customer paperwork is filed appropriately.

· Updating databases with information and changes and status of each customer’s or prospective customers.

· Completing all relevant records to establish and maintain business with customers.

EMIRATES CO-OPERATIVE SOCIETY 


Branch Administrator

02-07-2008 to 15-01-2011

Responsibilities
· Resolve all inquiries and maintain inventory of all office supplies and place required purchase orders and perform all clerical work for all sales groups.

· Oversee all job lot billing for customers and provide all warehouse shipments and process all customer credits to resolve all customer issues and maintain tax certificate files for all branch activities.

· Monitor processing of all branch transactions and prepare reports for all return good and assist Quality improvement tram to enhance all services and prepare all required paperwork for same.

· Develop and maintain effective relationships with all clients and staff.

· Perform regular invoicing of all clients and provide support to branch staff and maintain required database to resolve all queries efficiently.

· Design all employee newsletters every month and coordinate with district manager to hire and select all branch employee and prepare schedule for all employees and ensure adherence to it.
· Perform bi-monthly review of branch and maintain records of all operating expenses in branches.

· Coordinate with Accounts Payable department and monitor all payments to branch and vendor products sold ant branch and maintain records of all inventories to ensure smooth functioning.

· Analyze all branch relocation requirements and assist to identify appropriate location and provide support to all marketing activities for various promotional activities and ensure compliance to timeframe.
· Design and maintain an effective tracking system for all marketing activities of branch.
· Provide technical support to all branch activities and maintain professional relationships with customers and sale departments to resolve all customer issues.

· Receiving order from suppliers and over to concern person.

ENHANCE TECHNOLOGY 

Web Site Development Company

Office Administrator.

Jan 2005 – Jan 2007

 Responsibilities

· Coordinate office  activities and operations to secure efficiency  and compliance to company policies
· Supervise administrative staff and divide responsibilities to ensure performance

· Manage agendas/travel arrangements/appointments etc. for the upper management.

· Manage phone calls and correspondence (E-mail, Latter’s, Packages etc.
· Support Budgeting and bookkeeping procedures 

· Create and update records and databases with personnel ,financial and other data

· Track stocks of office supplies and place orders when necessary

· Submit timely reports and prepare presentations/proposals as assigned

· Assist colleagues whenever necessary  
Education_________________________________________________________________________________ 

Academic 

B.A       From Punjab University of Pakistan (2004)



HSSC
  From F.G Air Syed Collage, The Mall Rawalpindi Cantt.



SSC
  From F.G Boys High School No 2,Chaklala(W.L) Rawalpindi
Professional 

· Different Courses in IT

· Microsoft Office ( Excel,Word,Power Point,Internet,Windows )
· Typing Speed 40-50 word/min
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