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SAIMA 
SAIMA.350592@2freemail.com 
CAREER OBJECTIVE:
To work for an Organization where I can develop my career and utilize my interpersonal and organizational skills and value as a key player in the organization development.
CORE COMEPTENCIES:

· Good Communications skills 
· Building Customer Relationship

· Team Player Good leaner

· Good Interpersonal Skills

· Analyzing Customer Behavior

PROFESSIONAL WORK EXPERIENCE:
Customer Care 

               Oct- 2015- till-date
Representative


(K-Electric – Formerly KESC) 

Job Responsibilities:  

· Providing exceptional customer services to consumers with courtesy, care & respect

· Dealing with consumers for their billing queries.

· Working on two different SAP Modules (CRM and ISU) for Billing and Invoicing. 

· Using different T-codes as per consumer need and facilitation.

· Coordination and interaction with other departments of the organization to resolve complaints of the consumers.

· Assisting line managers by providing them data& reports regarding consumer issues.

· Managing the floor effectively by ensuring timely and efficient delivery of services and managing consumer traffic.
Sr. Client Relation Officer  
Jan--2009– Jun-2015
& Coordinator


(Safety Solutions Pvt. Ltd)




Associated with the multinational Midas Safety Inc. of Canada.





Job Responsibilities for Coordination. :( Feb-2011 –Jun-2015 )

· Managing CSR of three regions and monitoring sales operations.

· Coordination with all internal departments.

· Managing Admin & HR department.

· Conduct Meeting & Training session.

Job Responsibilities for Fire & Safety Dept. :( Feb-2010 – Jan-2011)

· Prepare Fire Tenders & Quotations (Hydrant System, Alarm System, FM-200 & Fire Accessories).
· Planning Fire Safety Events.
· Entertained Customer Inquires related to Fire & Safety





Job Responsibilities for PPE’S Dept. :( Jan-2009 – Feb-2010)
· Coordination with external customers regarding inquires and follow-ups on behalf of sales person.

· Assisting to concerned area manager for registrations at government organizations supplier and corporate.
Customer Relation

Oct-2008 – Jan-2009 TRG
Officer



(The Resource Group)




Job Responsibilities:

· Handling customers calls and their quires about Telenor
Asst. Manager Operations
2007-Aug 2008   
(Value Pakistan)





Job Responsibilities:

· Managing Data

· Delivery Reporting to clients

· Route Management

ACADEMIC EDUCATION:
University of Karachi.

· M.A (International Relation) in Process 

University of Karachi.

· Bachelors in Commerce

CERTIFICATION/ ADDITIONAL SKILLS:




 Health & Safety Environment 
· 3M on Personal Protective Equipments
· DuPont on Protective Clothing

· On Basic Fire Fighting

· ISO 9001:2008 Internal Auditor

· SAP Certified in SD
· Microsoft Office
INTERESTS & HOBBIES:





Fabric designing, Listening music and Book reading. 
PERSONAL INFORMATION:

Date of Birth

:
07 Jan 1983

Religion           

:
 Islam

Visa Status

:
Visit Visa Till 1 April
Languages                             :
English, Urdu, Hindi
Marital Status

:
Married

Nationality 

:
Pakistani

