Amina 
Amina.380415@2freemail.com
Mobile: Whatsapp +971504753686 / +919979971283

Career Objective

To make a meaningful contribution as a member of team of professionals in a quality conscious organization. By employing my over 05 years of customer focused experience I wish to pursue a career within a vibrant organization, which will help in fulfilling my passion for work.


Customer Care Representative
       OPPO Mobile.                                     November 2014 – December 2016
· Resolve customer complaints via phone, email, mail, or social media.
· Use telephones to reach out to customers and verify account information.
· Greet customers warmly and ascertain problem or reason for calling.
· Assist with placement of orders, refunds, or exchanges.
· Take payment information and other pertinent information such as addresses and phone numbers.

· Compile reports on overall customer satisfaction.

· Place or cancel orders.

· Work with customer service manager to ensure proper customer service is being delivered.

Business Development Officer, Enterprise Solutions. 
Pakistan Mobile Communication Ltd, (Mobilink)    March 2014 –October 2014
· Fostered a sustainable network of customers and added 30 new accounts on the average every month with the help of my sales team.

· Due to strong listening, presentation and closing skills optimize sales result despite previously dominant competitor advantage.

· Following up new business opportunities and setting up meetings.

· Communicating new product developments to prospective clients.
· Overseeing the development of marketing literature.
District Officer Environment
Government Department.                                                      May 2011 –July 2012

· Carry out some general environmental protection complaint work under the Environmental Protection Act 1990 will be required with cases relating to noise, bonfires, artificial light, etc. Duties range from initial contact with complainants, through to an investigation and on to service of notices and enforcement action where necessary.
· Collect, analyses and feedback fly tip enforcement performance to managers and councilors.
· Maintain our fly tip enforcement database and performance information.

Education

Master of Business Administration (MBA)
	Human Resource Management, Virtual University of Pakistan
	March 2009

	Bachelor of Advance Computer Science
	

	Computer & Information Technology, Govt. College for Women City. Gujranwala
	                    August 2006

	Intermediate (F.Sc) 
	

	Medical Sciences, Govt. College for Women City. Gujranwala
	September 2004

	
	


Certifications

· B2B Marketing
· NCPC-F (Ministry of Environment).
· Gender Sensitization & Gender mainstreaming.
· PITB- Basic Computer Training 

Personal Information

· Marital Status 

            Married

· DOB               

            14th-September-1986
· Nationality

            Pakistani

· Languages

            English , Urdu
· Current Residence                       Aman _ UAE
Computer Skills:

· Windows operating system

· Micro Soft Office Suite (MS Word, Excel, Power Point & Outlook)

· E-mail and Internet

