	


        Ayesha 

                                         Senior Manager   HR   
                                                      Email ID:  Ayesha.372760@2freemail.com 
                                                  Marital Status: Single

                                                  Nationality: Pakistan

   Career Objective:  

   To succeed in an environment of growth and excellence, tearn a job which provides me job      satisfaction, self-Development and help me achieve personal as well as organization goals
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                MONAL GROUP               
Head Of Dept (HR )  Dec 2011 to TILL DATE
· Developing and implementing HR policies and procedures throughout the company, ensuring the HR Policy Manual is formally created.
Facilitate in conducting Training Needs Assessments and design a training plan for the employee of Monal  to support career growth; professionally and personally

· Involved in the redesigning of Executives’ recruitment & selection process, performance management  techniques and organizational structure.
· Re-design business processes such as performance appraisals, promotion and advancement strategies, recruitment qualification structure.
· Conduct counseling and coaching session as and when required for employees.

· Conducting HR Audit to update the records of HR department and revise practices if required.
Coordinate with IT department to ensure effective and smooth implementation of Group’s Policies and Procedures via IT systems of the organization Prepare and manage salary sheet and attendance record

· Verification of allowances and increment’s

· Maintained and arrange daily wage employees for operations

· Managing  and controlling  operation on events

· Documentation of  office record

· Handling payments and preparation of expense sheets
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	Pak Telecom  Ufone , Islamabad     Aug. 2006 to Jan. 2011

   Senior Customer  Executive  Rentention & Loyalty Department                                                                                                                                                  


	
	· Conducting training sessions with the Team.

·  Managing back-end special corporate campaigns for post-paid subscribers.

· Arranging data source for sale calls.

·  Managing different campaigns run by Ufone e.g. PIA promo handling (Airlines), ABN promo (Bank), PTCL GPRS promo, Tele surveys, Mystery Shopping of CC, SC and Franchisees, conducting in-house and external surveys, up selling of VAS, getting rejected port in customers on board, Port in campaign

·  Maintaining Revenue record

·  Welcome calls to postpaid customers

·  Roster Absenteeism Management.

·  Assigning weekly targets to team.

·  Preparing Monthly Incentive Report.

·  The primary role is to cater to Telephonic transactions received

·  Deactivation /Activation of VAS-GPRS/ MMS

·  Blocking/Restoration on Stolen/ Voluntarily/Credit Related

·  Change/Correction of Address

·  Change of Product Information/MSISDN/ownership Information/Package Plan Prepaid/Plan Postpaid Information

·  Change of User Name Information

· Billing information

·  PUK/PIN Code Info.

·  Adjustment of Security Deposit, wrongly posted information

· To follow up on all cases pending due to support departments.

·  Verification for Web Payments for Postpaid/prepaid accounts and online payment

· Calling Telecom subscribers to Port in to Ufone and generating NPRs,

· Calling on Rejected NPR numbers for correct data gathering,

· Conducting telephonic Marketing surveys, 

· Customer feedback those who have visited Ufone Service Centers, 
· Up selling of VAS, 
· Welcome calls to postpaid subscribers,

· Complete other tasks assigned by the management 

· The deadline compliance of all-short assignments/tasks assigned

Ac   Achievements:

·    Recognised for maintaining best Service Quality for 3 months in customer service

·   Appreciation in Recognition of Outstanding Service provided to the customer \

·   Recognised for the over achieving monthly sales target.
                Skills & Abilities:                                         
· Excellent time management skills.



· Strong communication & presentation skills.

· Team handling and people management skills.

· Excellent customer handling and relationship management skills.

· Sound knowledge of corporate culture and values of organizational work environment.

· Self-motivated, team player and problem solver. 
· Achieving organisational targets individually & as a team member.
· Ability to work under stress & complete organizational goals. 

· Can easily adapt & work in different working hours.

· Business process know-how.
· Ability to solve varied problems with an eye on business development
Education and Professional Qualification:

· Graduate Diploma in Business Management (UK) (1 year) (London College of Computing & 
· Management Sciences) Under process 

· Certification in Microsoft E. Commerce

· Intermediate (Rawalpindi Board, Pakistan)

· Matric (Lahore Board, Pakistan)

Lan                     languages: Fluent in:  English, Urdu, Punjabi .
Re               Reference:  Reference will be furnished on request. 

	

	
	
	

	
	
	

	
	

	
	


