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Ali.354716@2freemail.com
PROFESSIONAL SYNOPSIS
Qualified young, energetic and highly talented Customer Service, Data Entry & Sales Executive with high quality experience in multi-cultural environment in Pakistan with leading companies. Combines passion for public relations, marketing and client servicing with commitment to contributing to an organization’s bottom line.
· Consistently noted by senior management, staff and co-workers for superior job performance, creativity, solid work ethic and timely completion of all assignments meeting deadlines.

· Excellent communication skills in English and the ability to interact effectively at all levels with Senior Executives.

· Strongly self-motivated, enthusiastic and committed to professional excellence. Noted for positive rapport with co-workers and clients. Adept at establishing effective working relationships with clients and colleagues. Seeking a challenging long-term position within dynamic, high quality, high growth organization that will allow growth into positions of broader responsibility.
PROFESSIONAL EXPEREINCE

Pakistan Telecommunication Company Limited (PTCL)


   2009 till 2016
Pakistan Telecommunication Company Limited (PTCL) is a megacorporation and a leading telecommunication authority in Pakistan. The corporation provides telephonic and internet services nation-wide and is the backbone for country's telecommunication infrastructure.
Coordination Officer cum Customer Service Executive
From December, 2012 till August, 2016
Area Exposure
· Handle cash flow & manage all activities regarding sales city wise.

· Issue inventory (internet devices like EVO non-WiFi and WiFi USBs etc) to our distributor nationwide.

· Check customer’s billing by checking their account information.

· Maintains customer records by updating account information.

· Resolves product or service problems by clarifying the customer's complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution.

· Maintain and Control Customer Billing System using company’s Web Portal.

· Prepares product or service reports by collecting and analyzing customer information.

· Manage all activities regarding Customer Services.

· Manage all activities regarding company follow ups and communications between them.

· Customer focus & follow ups.
Retail Sales Executive cum Front Desk

(From September, 2009 till November, 2012)

Area Exposure

· Attracts potential customers by answering product and service questions; suggesting information about other products and services.

· Maintains customer records by updating account information.

· Prepares product or service reports by collecting and analyzing customer information.

· Solve technical issues regarding customers using PTCL Wireless products.

· Manage all activities regarding Customer Services.

· Customer focus & follow ups.

TCS Express Center









       2009
TCS (meaning Tranzum Companies Services) is a courier service. The company was started in 1983 and now serves five continents and has over 2,000 locations in Pakistan. The company has an airline for cargo purposes which it uses at many of the airports in Pakistan.
Retail Sales Officer (RSO)
From February, 2009 till August, 2009
Area Exposure
· To develop & maintain sales bookings of courier shipments & achieve sales targets within specific time.
· Open and close cash registers, performing tasks such as counting money, separating booking slips, and making deposits.
· To make strong coordination between company.

· Watch for and recognize security risks and thefts, and know how to prevent or handle these situations.

· Inventory stock and requisition new stock.
ACADEMIC QUALIFICATION

Secondary School Certificate (SSC-Science) 10th Standard
The Scholars Academy, Karachi, Pakistan

Certificate in Information Technology incl. MS Word, Excel, Powerpoint, PC Software, Hardware & Networking)

HMCA Institute of Information Technology, Karachi, Pakistan 
PERSONAL ATTRIBUTES
· Effective Communication Skills: Articulate communicator with an appreciation for the different communication styles required when working with team members or customers.

· Honest and Reliable: Strong morals and ethics ensuring honesty, reliability and ability to responsibly undertake tasks. 

· Flexible: Understanding of the need for flexibility in order to support last-minute demands and changes. Comfortable with changing environments and situations, ensuring ability to remain flexible and adaptable at all times. 
TECHNICAL SKILLS
Proficient in the use of: MS Office (Word/Excel/PowerPoint/Outlook) Internet & Emailing, Problem Solving, Documentation, Phone Skills, Resolving Conflict, Analyzing Information & Multi-tasking, Teamwork, Coordination, Reporting , Data Entry Skills, Typing speed of 40 WPM.
Ali 


Sales & Customer Service





Religion:	Islam


Nationality:	Pakistani


Marital Status:	Single


Visa Status:	3 Months Visit Visa (expires on 20-May-2017)


Languages:	English, Urdu & Hindi














