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Nationality:

Pakistani
Gender:  Male

Marital Status: Single 
Residence :  Dubai
Address
Languages Known:

· Urdu

· English

· Punjabi

· Saraiki


	taimoor.349311@2freemail.com
Career Objective

Seeking a career with a career oriented organization that can provide me the platform for becoming a well-recognized Professional and ultimately attaining pride for the organization and for myself as well.

Professional Experience
· Accountant & CSO (Customer Support Officer)

Zong Telecom 
Working with Zong Telecom on post of  “Accountant & CSO” 
from Jan 2016 to Present 
in Multan, Pakistan
Job Description

· Daily update of accounts (opening & closing).  

· To preparing and finalizing accounts.
· To organize office operations and procedures.
· To maintain office records.
· Deeply monitor all emails which related to promotion of  business.
· To keep all inward & outward inventories updates.
· To complete all sales, replace, block & ownership operations using CRM.
· Handle with all curies and compensation of customers and to resolve them through relevant source.
· Timely & accurate reporting to concerns.
· MRO (Medical Reporting Operations)

Horizon Medical Laboratory 
Worked with Horizon Medical Lab as “MRO” 

from Jun 2015  to Dec 2015
in Multan, Pakistan
Job Description 

· To guide clients for their procedure of lab testing. 

· Handle with all curies and compensation of clients.
· Handing over medical reports to clients over the counter.
· Meetings with senior management to improve customer services & their satisfaction level.

· CSO (Customer Support & Sales Operations) 
Wateen Telecom
Worked with M & M Com  Wateen Telecom as “CSO” 

from Nov 2010  to Oct 2013
in Lahore, Pakistan
Job Description
· To complete all sales operations using CRM.
· After Sales follow-up & customer services.
· To organize office operations and procedures.
· To maintain office records.
· Handle with all curies and compensation of customers and to resolve them through help line or by call/email to management.
· To keep all inward & outward inventories updates.
· To keep cash deposit received from customers.
· Timely & accurate reporting to Head Office.
· Meetings with senior management to improve customer services & their satisfaction level.

Academics    

     QUALIFICATION                                     INSTITUTION

      MSc. Economics 2015                                                      National College of Business    

                                                                                                            Administration & Economics         

                                                                                                            Lahore
Key Skills
· Microsoft Office (Outlook, Word, Excel & Power Point).
· Good typing speed.

· CRM Operating.

· Customer handling (call/email/visit).
· Ability to work efficiently with little supervision.

· Strong verbal and written business communication skills.

· Quality Awareness.

· Ability to handle multiple tasks simultaneously.

· Highly organized and able to work well under pressure.

                                     Good in English language.
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