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	Objective:
	Secure a challenging position as an Accountant/Administrator/Sales Officer with a reputed organization where my education & experience will be utilized for mutual benefit. 

	At a Glance

	Experience:
	S#
	Organization
	Designation    
	Tenure

	
	               1 
2
3
	King Beverages Industries (Pvt.) Limited 
PCSIR-Cast Metals & Foundry Technology Centre
Askari Bank Limited
	Sales Coordinator
Senior Instructor 
Internee
	May 2014 to Till date

Feb 2014 to Apr 2014
Jul 2010 to Aug 2010

	Education:
	MBA (Banking & Finance), MSc (Accounting & Finance)

	Details:

	Experience:
	Organization
	King Beverages Industries (Pvt.) Limited

	
	Organization Type
	Manufacturer and Exporters

	
	
	

	
	Designation
	Sales Coordinator

	
	Location
	Fazalabad, Daska Road, Sialkot, Pakistan.


	
	Type of Experience
	Full Time

	
	Tenure
	May 2014 to Till date

	
	Job Descriptions
	· Provide Office Support for Sales Team.

· Manage Distribution of Sales Materials.

· Collaborate with Other Departments.

· Creating schedules for sales teams.

· Maintain inventory of sales materials.

· Arranged sales meetings.

· Discussed and resolved issues regarding delayed delivery dates. Returned damaged or incorrect items, and processed necessary paperwork.

· Answered call for sale in an efficient manner. Participated in the new product development process to provide insight from the sales standpoint into product design and price.

· Prepare salary sheet of all sales staff.

· Prepare monthly sales targets.

· Compiling and tracking compliance on a monthly basis.

· Maintain a healthy relationship with existing and new customers.

· Supporting and guiding the sales team in attaining sales targets.

· Maintaining and updating the database regularly.

· Supports sales staff by providing sales data, market trends, forecasts, new product information; relaying customer services requests.


	
	Organization
	PCSIR-Cast Metals & Foundry Technology Centre

	
	Organization Type
	Services

	
	
	

	
	Designation
	Guest Service Agent

	
	
	

	
	Type of Experience
	Full Time

	
	Tenure
	Feb 2014 to Apr 2014

	
	Job Descriptions
	·   Preparation of lecture in the subject of  Industrial Economic, Industrial Management & Human Relation, Business Communications, Computer Science  and delivered. 

· To assist Project Management Office in connection with provision of different information/documentation of record of CM&FT project Daska.

· Communicated effectively with multiple departments to plan meetings and prepare welcome packages for new students. Established strong relationships to gain support and effectively achieve results 

· Entrusted to manage office in the supervisor’s absence. Provided timely, courteous and knowledgeable response to information requests; screened and transferred calls; and prepared official school correspondence.


	Experience:
	Organization
	Askari Bank Limited

	
	Organization Type
	Banking

	
	
	

	
	Designation
	Internee

	
	
	

	
	Type of Experience
	Full Time

	
	Tenure
	Jul 2010 to Aug 2010

	
	Job Descriptions
	· Accounts Opening Department  

· Remittances Department

· Accounts & Finance Department

· ATM Balancing Department

· Credits Department

· Trade Finance Department



	Education:
	Degree Name
	Institution Name

	
	MBA (Banking & Finance) 2011.

MSc (Accounting & Finance) 2008
	GIFT University, Gujranwala, Punjab Pakistan.
GIFT University, Gujranwala, Punjab Pakistan.

	
	
	Interests:
· Listening Music
· Reading NEWS Paper 

· Book reading
	     Languages:
· English

· Urdu
· Hindi

	
	
	Computer, Software& System Literacy:
	· Statistical Program for Social Sciences(SPPS 17)

· Microsoft  Office 2007
     (MS Word , MS  Excel, MS Power Point,)

	 Reference:  Will be provided on demand.




