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Curriculum Vitae 

WAQAS 
E-Mail
: waqas.38736@2freemail.com 
Objective:


A long term career in a stimulating and intellectually challenging work environment 
enables to share my knowledge, skills and abilities.
Professional Experience:

“Sales & Marketing Manager” (From 20th Jan, 2008 to 10th Jan, 2010) 

With “Shah Rukn-e- Alam Associate” Multan, Pakistan.

Purpose:

· To monitor and control general Sales & Marketing of the office.

Duties:

· Direct and indirect dealing with clients.

· Coordination with sales team..

· Plan scheduling meetings between Sales and finance departments’ staff.

· Co-ordination with different teams of venders and fulfill their requirements.

· Planning of plots and buildings sales and marketing.

· To co-ordinate with labors and the venders for their requirements.

· Visit the current working sites.

· Implementation of SOPs. Recommendations and proposals for improvement of procedures and smooth functioning of office.

“Sales and Promotional Manager” (From 5th April 2009 to 31th Dec, 2009) 

  With “Solo Media Group” Multan Pakistan.
· Co-ordination with other organizations Higher Management, like Finance Manager, Account Manager, Administration Manager.

· Co-ordination with sales teams and marketing team of the organization.

· Co-ordinate with Finance, Operation, Production Department.

· Direct Co-ordination with customers for their promotions and sales.

· Sales and promotions for Radios Channel and Television Channels.

“Sales Coordinator” (From 13th August 2007 to 15th Jan, 2008) 

  With “Dubai Islamic Bank” Dubai UAE.

· Co-ordination with other organizations Higher Management, like Finance Manager, Account Manager, Administration Manager.

· Co-ordination with different sales teams of Bank.

· Co-ordinate with Finance, Operation, Administration Department, Sales Manager.

· Direct Co-ordination with customers.

“Customer Service Coordinator” (From 6th May, 2006 to 30th July, 2008) 
  With “Mobilink GSM (A Telecommunication Company)” Multan, Pakistan.

Duties:

· To implement and monitor operational hours and scheduling of customers service staff & call center staff for shifts.

· Implementation of SOPs. Recommendations and proposals for improvement of procedures and smooth functioning of office.

· Organize & monitor different training, refreshing, special course / classes to be conducted for staff training purposes.

· Supervision of Check in and Check out at Front Office Reception.
· To help the higher management in different administrative matters like Recruitment, Selection, and appraisal of Clerical Staff.

· To help out the customers in customers service office and the problem in their cells.

· Co-ordinate with floor manager of customer calls center and customer service center manager.

· Co-ordination with different franchises at different location.

· Responsibilities of stock which is available in Customer Service and Finance Ware House.

· Sales of cell phones, recharge cards, new connections, billing and technical support.
“Sales Coordinator” 
  With “Citi Bank” Multan, Pakistan.

Duties:

· Represent banking Products to the customers for product awareness and gain their commitment to close the sale.
· Resolve Customer objections/enquiries related to the banking products.

· To provide effective information to senior management about day to day follow ups.

· Provide effective information to senior management about periodic follow ups.
· Coordination with Credit Department to maintain maximum possible approval rate.

· Coordination with different departments.
· Supervision of sales team.
· Resolve Customer objections/enquiries related to the banking products.
Academic Qualification:

Master’s Education:

M.A (English) Bahhudin Zakariya University, Pakistan (2005)

Bachelors Education:
B.A  Bahhudin Zakariya University, Pakistan (2003)
Intermediate Education:
Multan Board, Pakistan (2000)
Secondary Education:
Multan Board, Pakistan. (1998) 

Ms – Office Diploma:

Ms – Office Specialisation Diploma




   (Punjab Technical Board Lahore)
Technical Skill:

1. Software Applications
Windows, MS – Office, Corel Draw, Adobe Photoshop, 




Complete Internet Applications
2. Hardware



Trouble Shooting, Installation, Configuration  





(Multi Lines Institute of Computer Science & Technology)

Strengths:
· Excellent communication and interpersonal skills.
· In-depth draught knowledge & plan preparation.
· Ability to work in a fast-paced dynamic environment with changing priorities.

· Self motivated, learner with high degree of attention and commitment to work.

· Ability to establish and maintain a high level of customer trust and confidence in term of knowledge and concern for customers business needs.  

Personal Information:

Date of Birth

:
17th March, 1980


Religion

: 
Islam


Nationality

: 
Pakistani


Marital status

: 
Single


Linguistic ability
: 
English, Urdu, Punjabi













