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Objective:

Seeking a challenging opportunity in a progressive organization offering ample opportunities for diversified exposure, enhancement of professional skills and career growth. 

Profile: 
· Energetic, enthusiastic and have a high degree of self motivation.

· Strongly commercial with excellent people skills.

· A dedicated team player with excellent interpersonal skills.

· Ability to work under minimal supervision and report to top management.

· Excellent leadership qualities. 
The Royal Bank of Scotland           (February 08, 2009 to Present)
Telesales Executives
Roles & Responsibilities
·  Responding inbound and outbound customer calls and queries within agreed service levels. 

· Entering customer details and other information in an accurate and efficient manner to the relevant systems.

· Being proactive with customer queries in terms of follow up and escalation. 

· Promoting value-added services to customers.

· Proactively keep up to date on all new procedures, systems, products and information. 
Support other areas in accordance with business needs .
· Providing training to new joined staff.
· Coordination with field representative for documents collection from customer.
Aqua Lounge Private Limited       (April 21, 2007 to June 2008.
Administrative officer
Roles & Responsibilities
· Keeping the record of all employees & their necessary documents.

· Responsible for the Database of the staff as well as Company Data.

· Arranged and coordinated vendor meeting for the Company.

· Administrating & Coordinating with Transport & Finance Department.

· Coordination with Client & respective team for the Event.

· Preparing Invoices, Quotations, Purchase Orders & follow Ups with the clients.

· Providing training to new joined staff. 

· Attend to clients in the absence of sales consultant; manage the overall department in the absence of manager.

· Data encoding, input, scanning and transcribing of all computer related Information of the company. 

· Draft letters & reports on behalf of the company.

· Prepare contracts, internal memos and businesses letters.

· Issuing payment receipts to customers; prepare payment vouchers.

· Organize business itineraries; travel arrangements etc.

· Coordinate in purchasing office supplies. 

· Prepare and arrange office supplies and staff requirements. 

· Maintain and control confidential files and records. 

· Performs other related tasks as may be assigned by the immediate superior from time to time.
EDUCATION
:  


Qualification

:  M.S.C(Master im mathematics)
University

:  IUB
Class


:  88%
Qualification

:  B.S .C
University

:  IUB


Class


:  70%
Personal skills
· Dynamic, creative person, willing to learn and develop myself.
·  Able to perform both individual and team work.
·  Good decision–making abilities.
·  Open-minded, willing to meet new people. 
·  Fully prepared to work in flexible hours.
·  Self-motivated and able to work with minimal supervision. 
Languages
· English
· Urdu

· Hindi

· Arabic(taking classes)
Computer Expertise

· MS Office
·  MIS Reports on Microsoft Word, Excel
·  Internet browsing, surfing for keeping updated about the emerging technologies.

Personal Information

Nationality: 
 Pakistani

Marital Status: 
 Single

Date of Birth: 
 08th July, 1984
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