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Bachelor (Continue)
 Bachelor of Arts from Allama Iqbal Open University  

Experience (June 2013 to till date) 2S Motors
Sales Representative 
· Using Toyota EPC software — (Electronic Part Catalog) for Parts identification. 
· Maintain Vehicle History via Job Card updates in data base.  
· Maintaining Adequate inventory levels, ensuring future parts availability
· By Using EPC software – make sale of TOYOTA parts & provide information to customer. 

· Provide customize services & ensure the Customer satisfaction.
· Handling Customer complaints & provide best solution. 
· Update Customer catalog in system & follow up for next services. 

· Brief customers if any part replacement required.
· Merchandising in display area.  
· Handling Key Accounts – by providing Repair & Maintenance services.

· Handling Insurance claims & coordinate with the insurance companies to follow the procedures. 
Experience (December 2010 to May 2013) 2S Motors 
Accountant & Cashier
· Maintain All Customer Data—Services used by the customer, repeat visits. 
· Maintain the Customer Ledger and General Ledger

· Prepare Daily Sales Reports

· Preparation of Staff Salaries          
· Cash receipt & deposits.
· Online Spare Parts Enquiry

· Promotion communication -- sms service
·   Complain Services: Receiving customer complains on call & email—Provide solution with coordination of concern department. 
Experience (January 2009 to November 2010) Tracking World (PVT) LTD
Customer Support Officer 

· Handle Incoming and Outbound Calls from a national Customer base.
· Provide detailed information on services and products to customers.
· Enter Accurate and Complete Customer Information into system.

· Produce Daily Call Reports for Management.
· Responsible to Handle and Resolve Customer Complaints.

· Performed Customer Verifications.
· Schedule and follow up on installations and Service Calls.
	Training
CCTV Installation.

Laptop assemble and disassemble.
Mobile assemble and disassemble.
Ethernet Cable Installation & Jack.
Diploma and Certifications 

· “Certificate of Drivers Training Refresher Course”(2016)
· “Diploma in Computer Hardware Engineering”(2011)  
· “Student of the Month in Hardware Engineering”(2011)
· “Diploma  of MCSE Preparation” (2011)
· “Student of the Month in the MSCE Preparation”(2011)
· “Annual Member of Pakistan Red Crescent Society”(2007)

· “Certificate of Participation World Scout Day Hike”(2007)

· “Certificate of Spoken English Course”(2007)

· “Diploma in Mobile Phone Repairing”(2007) 

· “Student Of Month in the DMR”(2007)

· “Diploma in Basic Concept of Computer”(2006)
	


Reference
Reference will be furnished on demand
