
[image: image1.jpg]


ASAD
Asad.347944@2freemail.com
CAREER  OBJECTIVE
To learn and grow in a challenging work environment.
Experience summary
	Period
	Organization
	Designation

	Jan 2016 to Feb 2017
	Expert Cargo (Pvt) Limited
(The TAQ Organization)
	Junior Officer H.R & Insurance

	Jan 2013 to Dec 2015
	Abacus Consulting
	Customer Sales & Services Representative


Employed Experience in Expert Cargo (Pvt) Limited (THE TAQ ORGANIZATION)
Junior Officer H.R & Insurance in Expert Cargo (Pvt) Ltd for from Jan-16 to Feb-17
· To assist Deputy Manager HR in carrying out all the activities concerning to personnel in an efficient and effective manner.
· To assist Deputy Manager HR in processing performance appraisal of annual increments / promotions of the group.
· To keep update record of all Employees’ personal files.
· Assist to Deputy Manager HR in day to day matters pertaining to HR & Insurance.
· To keep update all the record of Group Life, Medical insurance, EOBI & Social Security in coordination with all the employees and the Insurance Company and to generate reports for the review of DM HR.
· Filing of reimbursement claim of the group on weekly basis.
· Submission of Claims & necessary changes (addition/deletion) to Insurance companies on regular basis.
· To submit necessary details to accounts department on regular basis.
· Prepare information & maintain complete record of correspondence with Insurance companies.
· Any other job assigned by the immediate boss.
Employment Experience in Abacus Consulting (Customer Sales & Services Representative)
Customer Sale & Services Representative in Abacus Consulting for last 02 year in Pakistan.
· Giving customers FCR (first call resolution) as maintaining AHT (average handling call time) with quality services as well.

· Taking calls of customer who are facing problem as I am on privilege Queue called CMC (complaint management center).

· Took calls of prepaid and corporate customers to facilitate them.

· Keeping strong eye on KPI's includes Conversion Ratio, Sales Targets QSL and QI Develop standard operating procedure in order to improve vender management and smooth day to day operations.

· Forecasting future challenges and making/assigning tasks accordingly.
Educational Qualification
	YEAR
	DEGREE
	UNIVERSITY

	2010
	Bachelor’s Degree in Commerce
	University of Punjab Pakistan

	2007
	Intermediate in Commerce
	Lahore Board of Intermediate

	2005
	Matric in Science
	Lahore Board of Intermediate


Professional Certifications:
CCNA (CISCO-USA Passed)
Certified on 15th April-2015 with 97% marks.
AUTOCAD
Certified on 8th November-2013 from Peak Solution
Computer Foundation (MS-OFFICE)
Certified on 23rd August-2008 from Peak Solution

Professional Workshop:
Communication Skill
Microsoft Excel Training

Photographicy Training
PERSONAL INFORMATION

Father’s Name

:
Muhammad Ashraf
Gender

:
Male

Religion

:
Muslim

Nationality

:
Pakistan

Marital Status

:
Single

Visa Status

:
Visit Visa

Language

:
English, French & Urdu

