[image: image2.jpg]


  

Madni Zulfiqar
Email: madni-390457@2freemail.com
MANAGEMENT
Objective 

 “Seeking for a challenging position in a growing organization, which provides me opportunities by utilizing my skills to grow my career”
Qualification  

	Degree
	Board/University



	Matric 
	    SSC    Karachi, Pakistan

	Intermediate
	   B.I.S.E. Multan, Pakistan

	Graduation
	   B.I.S.E. Multan, Pakistan


Additional Qualification
· Computer Course in 2012 from Karachi, Pakistan.
· Course in Aviation Air Line in 2013 from Karachi, Pakistan.
· Call Center Agent training in 2013 from Karachi, Pakistan.
· Electrical Appliances in 2014 from Punjab Board, Pakistan.
· Fiber Optics System in 2015 from Punjab Board, Pakistan.
· Driving Course of 45 Days in 2015 from Motorway Police Pakistan.
electronic data processing and knowledge.
Excellent in Microsoft Office Program:       

· MS Word: Excellent skills in editing typing and maintaining documents.

· PowerPoint presentations: Extra ordinary skills in creating power point presentations. Excellent presentation skills.

· Excel Spreadsheets: Professionally trained in using MS Excel skills. Excellent skills to create and maintain Excel sheets on daily basis.

duties & responsibilities
· Responsibility no 1

· Responsibility no 2

· Responsibility no 3

· Responsibility no 4

· Responsibility no 5
Professional Skills
· DEO Management 
· Management

· Point Of Sale Management
· Office Assistant

· Call Center Agent

· Customer Services
· Receptionist Controller
· Front Desk Management 
· Document Controller
· Problem Solving and Decision Making.

· Planning.

· Delegation.

· Internal Communications.

· Meeting Management.
· Skills profile
· Good communication and interpersonal skills.

· Hardworking team services skill.

· Excellent customer services skill.

· Have ability to work under pressure.
 Professional Experience
	· Designation
	DEO Management 

	· Experience
	One year 

	· Location
	M.A.K Company Multan, Pakistan.


	· Designation
	Steward In Charge Management

	· Experience
	8 Months

	· Location
	Daewoo Faisal Movers Transportation Multan, Pakistan


	· Designation
	 Receptionist Controller

	· Experience
	2 Years

	· Location
	Al- Shifa Hospital Multan, Pakistan.


. 
	· Designation
	POS Management

	· Experience
	1 Year 

	· Location
	Sania Enterprises Karachi Airport, Pakistan.


	· Designation
	Sales Management Controller

	· Experience
	6 Months

	· Location
	Dolphin Stationary Company LLC, Dubai.


	· Designation
	Sales Executive 

	· Experience
	4 Months 

	· Location
	Abdullah Trading Company LLC, Dubai.


	· Designation
	Management Controller of Sales 

	· Experience
	Continue

	· Location
	Al Sayeed Documents Clearing LLC, Dubai.


Computer Skills
· Windows Operating System 98, 2000, XP.Win7,Win8

· Microsoft Office and Complete Internet Knowledge.
Personal Information 

Name 


:
MADNI 
Visa Status

:
Own Visa

Nationality

:
Pakistani

Marital Status
:
Single 

Religion

:
ISLAM

Language 

:
Arabic, English, Urdu, Hindi, Punjabi & Saraiki 
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