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MUHAMMAD ZAHEER AKRAM
MOB: 056-1260119
(Pak) +923005313509
Email: zaheer.choudhry63@gmail.com
Sharjah (UAE)
Objective:
I would like to join an Organization that is driven to excellence and promotes professional development based on employee’s efforts, loyalty and work ethics. To have an opportunity to work with a reputed organization and expertise to grow, develop and advance with the organization.    
Key Skills:

· Excellent interpersonal and communication skills.

· Ability to learn and work under pressure.

· Confident and good team player.

· Ability to learn quickly and adapt to changing environments and willingness to accept responsibilities.

· Ability to deal effectively with multicultural environment.                                                                               

Professional Experience
Name of the Organization

: hotel crown plaza Lahore(Pakistan)
Duration



: 1 Year
Position held



: shift incharge (front office)
Responsibilities:
· Greeted, assisted and directed guests, workers, visitors and the general public.
· Answered all incoming calls and handled caller’s inquiries.
· Provided office support services so as to ensure efficiency.

· Responded to guests and public inquiries.
· Received, directed and passed on telephone fax messages.

· Directed employees, guests and general public to the right staff member.
· Maintained a sufficient record of office supplies.
· Provided word-processing and clerical support.
· Picked up and delivered the mail.
· Maintained the common filing system and file all letters.
· Coordinated the repair and maintenance of office supplies.
· Provided administrative services to the office manager.
Educational Qualification:
·            PGD T&HM
· TDCP Punjab (Pakistan)                                                       2015

· Bachelor of Arts






2010
Islamia university Bahawalpur (Pakistan)
· Intermediate






2005
Bise Bahawalpur (Pakistan)
· High School







2001
Bise Bahawalpur (Pakistan)
Administrative Skills:
To cope with the age of Information Technology I can well understand and operate Internet, Win 7 & 8Microsoft Office Auto Cad.
· Excellent office organization abilities.

· Numerate and pays attention to detail.

· Able to work under pressure in busy environment.

· Flexible and willing to train to different tasks.

· Enjoy problem solving and giving out information.

Personal Details:

Date of Birth

:
7th June 1984 
Nationality


:
Pakistani
Passport Number

:
DL1323952
Marital status

:
Single
Visa status

:
Visit Visa (Expiry Date 18 April 2017)
Language known

:
English & Urdu
Declaration
: 
I hereby certified that the above statements are true and correct for the best of my knowledge and beliefs. And if given an opportunity to work in your company I will do all my best.
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