To,

Recruitment Department ,

Dear Sir/Madam,

I have a firm interest in scouting for jobs and am opportunistic in every avenue I encounter. Through my time spent at many institutions educational and corporate establishments,. My qualifications are but a small indication of the vast knowledge. Management, organization, time keeping, diplomacy, speaking are just a few of my teachings I have learnt through my experiences.

Overall I am a motivated enthusiastic individual who thrives upon success. I have always maintained a belief that there is room for improvement and therefore I am always keen to learn.

I hereby submit my CV for your kind perusal and thank you in advance for your generous consideration. I may be reached at my cell number, should you desire to contact me and would be happy to make myself-available for a personal interview at your convenience.

Kind regards,

Najeeb
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NAJEEB
Najeeb.353558@2freemail.com 

Professional Profile

A highly dedicated, diligent and ambitious individual with a wealth of transferable skills and experience acquired during a successful career commercial sector. Able to demonstrate strong customer focus with a proven commitment to the achievement of targets and business objectives. Displays excellent communication, analytical and written skills, with exemplary interpersonal skills and the ability to develop positive relationships both internally and externally. Works effectively on own initiative and within a team.


Objective

Now looking for a new and challenging position that will make best use of existing skills and experience whilst facilitating further personal and professional development.


Skills and Competencies

· Excellent communication skills
· Problem solving skills
· Interpersonal and organizational skills
· Resource planning and time management

Education and Qualifications

	
	Professional Qualification

	
	
	
	

	
	   Masters of Business Administration, Pass

	
	2015 Anglia Ruskin University, UK

	
	   Diploma Level 7 in strategic Management & Leadership, Pass,

	
	

	
	2012 Guildhall College, UK

	
	Formal Education

	
	

	
	
	
	

	
	Bachelors in Commerce, Pass,

	
	

	
	2010 University of Punjab, Lahore,

	
	Pakistan



Career Summary

2014-2016
Customer Services Representative

Royal Eagle Hotel, Paddington, London

· Managing administration, customer services and acting in accordance with hotel policies and procedures.

· Dealing with customer queries and complaints.

· Maintaining of rules and regulations

· Immediate covering of staff in emergency situations

· Monitoring of hotel staff in their right duties

· Making sure the security is effective.

· Ensuring events and conferences run smoothly

· Planning and managing travel arrangements for hotel customers.

· Coaching and training new staff.
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2013-2014
Marketing Manager

Bermondsey Tandoori, Bermondsey, London



Dealing with customer queries and complaints.


Managing restaurant accounts, invoicing and staff payments.

 Making managerial decisions and liaising with suppliers and business associates.  Making strategic plans for new and existing customers.  Managing promotional tactis.


Scheduling staff for business working hours.


Business development drafting


Execution of customers trends of change

2011-2013
Assistant Finance Officer

Mussana Consultants Ltd, London [dealing in Security & Logistics ]

RESPONSIBILITIES

Administer and monitor the financial system in order to ensure that the municipal finances are maintained in an accurate and timely manner

Main Activities



· Establish and maintain cash controls

· Establish and maintain supplier accounts

· Processes supplier invoices

· Maintain the purchase order system

· Ensure data is entered into the system

· Issue cheques for all accounts due

· Ensure security for all credit cards and verify charges

· Ensure transactions are properly recorded and entered into the computerized


Technical Skills

	
	
	MS Office

	
	
	Accounting Software

	
	
	



Personal Details

	Date of Birth
	:
	July 13, 1989

	Nationality
	:
	Pakistani

	Languages
	:
	English, Urdu, Punjabi, Arabic(elementary knowledge)

	Driving Licence :
	
	Full UK Driving License
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