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 OBJECTIVE:

To work in an efficient and effective organization which is fully motivated and goal oriented to en-craft my skills by achieving organizational objectives and goals.

 PROFESSIONAL QUALIFICATIONS

· B.A 
  
Bachelor of Arts
· HSSC

(Mardan Board)- Pakistan
· SSC

(Mardan Board)-Pakistan
WORK EXPERIENCE
December 2013 – till Date

Union Buses Rental (Dubai UAE)
Office Assistant/ Accountant
· Have Sharjah P.R.O card for Sharjah Transport Authority
· Manage ledger of company
· Look after bank installments & company accounts
· Doing all banking works as withdraw and deposits
· Collect cheques and deliver to companies
· Deliver invoices and communicate to collection departments
March 2008 – October 2010
NIB Bank Nowshera (Pakistan)
Relationship Officer
Responsibilities 

· Deliver excellent customer service and maintain a high standard of customer management, at all times fulfil all reasonable requests from banking customers, to ensure their comfort, satisfaction about their banking needs
· adhere to banking policy for reporting 
· maintain personal knowledge by training, attending courses and completing workbooks
· carry out instructions given by the management team and head office
May 2011 – November 2012
UBL Bank (City Branch Peshawar) Pakistan
UBL Omni (BDM)
Responsibilities

· Manage branchless banking
· Taking regular part in meetings and banking products.
· Cooperating with employees from all departments
· Cooperating with UBL Omni agents and fulfil their banking needs and give them training regarding new products
· strong communication with all operational departments as well as sales department
· maintain regular contact with agents and inform them about targets to achieve
· makes suggestions for improvement,  working in close relationship with FDM and team agents
· follow up on action plans
· Answer various questions from agents
November 2012 – October 2013

 Daewoo Pakistan Express Bus Service
Customer Service Representative/ Booking & Tickting
· contact businesses or private individuals by phone
· deliver prepared sales scripts to persuade potential customers to purchase a product 
· or service or make a donation 

· describe products and services

· respond to questions

· obtain customer information

· obtain possible customer leads

· data entry and maintenance of customer/potential customer data bases

· follow up on initial contacts

· maintain records of telephonic interactions, orders 

TRAINING COURSES ATTENDED

· Salaam Banking Certificate.
· Diploma in Basic Computer Courses

· Microsoft Office 2007
Skills & Attributes
· Ability to prioritize independently

· Decision Maker

· Project management abilities

· Accuracy and punctuality
· Willing to stretch extra hours to complete assigned work
· Delivering a first class, professional customer service. 

· Resolving customer enquiries and complaints. 

· Being the first point of contact with a customer. 

· Providing a comprehensive information service to the public. 

· Ability to remain calm when dealing with emotional, difficult or distressed customers. 

· Keeping administrative records up to date. 

· Providing excellent customer service. 

· Sales orientated


