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                         IMTIAZ
                           Imtiaz.349185@2freemail.com 
     CAREER OBJECTIVE
       To seek employment where I can use my skills in the best possible way of achieving the company’s goal, enhance my   professional skills in a dynamic and fast paced workplace and to build a long term career in my profession with better opportunities for my career growth.

      PROFESSIONAL EXPERIENCE

· Sale Executive & Accountant  ( Aug,2011 to Sep,2015 ) 
            GOSHI CHAND GEN. TRAD.CO.DUBAI.

     Reponsibilities as a Sale Executive & Accountant
· Sell  by establishing contact and developing relationships with prospects.
· Maximize sales for a company  products.
· Maintain quality service by establishing and enforcing organization standards.
· Listening to customer requirements and presenting appropriately to make a sale;

· Maintaining and developing relationships with existing customers in person and via telephone calls and emails.
· Responding to incoming email and phone enquiries;

· Acting as a contact between a company and its existing and potential markets;

· Gathering market and customer information;

· Representing their company at trade exhibitions, events and demonstrations;

· Creating detailed proposal documents, often as part of a formal bidding process which is largely dictated by the prospective customer;

· Liaising with suppliers to check the progress of existing orders;

· Checking the quantities of goods on display and in stock;

· Records keeping as per Policy

· Recruitment Record & Incom Tax Record(Monthl)
· Loan & Advances Records, 
· Gratuity Records (Monthly).

· Unpaid Salary and Over time Records.

· Promotion / Demotion 

· Final Settlement and Clearance of employee's.

· Employee Document's verification and issue employment form
· Monitor staff performance and attendance activities.
· Provide advice and recommendations on disciplinary actions
· Receptionist      (March,2010 to June,2011)

SHELTON HOTEL,ISLAMABAD.

RESPONSIBILITIES

· Receive guests to the hotel and attending to their inquiries and also answer inquirers over the phone.

· Inform guests of the services and accommodation rates in the hotel, make reservation according to their needs.

· Build good relationship with guest to make them feel comfortable.
· Store Keeper  ( Aug,2004 to May,2005)
GRAND MENSION GUEST HOUSE ,ISLAMABAD.
RESPONSIBILITIES
· To receive materials from suppliers as per requested PO. 

· Check the materials as per PO requested.

· To keep the material on the racks and almirah as per location wise. 

· Make record for all received items.

· Bin special materials as per FIFO law.

· Keep all the Chemicals in COSHH room.

· To issue stock materials  as per Site foreman request.

· Inspection by the department head, data entry of requisition.

· Performing Perpetual Inventory.

· Prepare Purchase Requisition as per Site request.

· Personal verification of articles, placing of orders, prepares stock position notes.

· To manage staff under my control and attend the daily meetings. 

· To maintain the material stock position according to the requirement of production.

· To supply the components at proper place and proper time.

· To receive the components and keep it current and correct stock position according to validity.

             TOP EDUCATIONAL QUALIFICATION
· Bachelor Degree Holder
            UNIVERSITY OF PESHAWAR
        COMPUTER SKILL
· Three months diploma of basic computer.
         JIIT INTITUTE OF ISLAMABAD

· Fundamentals , Microsoft Windows, MS Word, Excel,  Power Point,  Outlook, Front Page, Inpage,, Internet, Typing speed 40-50 w/pm.
            PERSONAL PROFILE

· Date of Birth               :    6 Feb, 1985

· Religion                       :    Islam

· Nationality                  :    Pakistan

· Marital Status            :     Married

· Languages  Known   :    English ,Urdu & Pushto

· Visa Status
           :   3 Month Visit Visa

· Visa Valadity             :   09-May-2017

Reference: Upon request

I hereby declare that all the above-mentioned information is true to the best of my knowledge.
