Gulfjobseeker CV No: 78000
To interview this candidate call 971505797566

Or email us back filled up Vacancy Form

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc
OBJECTIVE

                               To be a part of growing organization. Where I can add to the prosperity, achievements and mission of the

Company. Where I can learn and grow my skills and personality professionally and socially.

KK Traders Islamabad. Jan 2011 — Dec 2012

WORK EXPERIENCE

GSM

March 2013 — Feb 2014

Customer Care Representative (CCR)

Took Part in different trainings for customer care.

Took full care of customers in best way to insure the satisfaction.

Worked on diff software related to company & customer queries.

Connecting customer and Management for the best results.

Achieved diff targets on company behalf.

KK Traders Islamabad. Jan 2011 — Dec 2012

Admin/HR Assistant

ADMIN

Prepared reports for presentation to management.

Clients Handling receiving and greeting them.

Managed the internal and external mail functions.

Prepared employee performance sheets and table.

Record keeping and documentation.

HR

Advertising recruiting and finalizing candidates.

Employees training and motivation.

Controlling and directing employees.

Pay Rolls maintaining.

Individual and groups conflicts management and resolution.

EDUCATION

QUALIFICATIONS

Master Business Administration (HRM).

MBA 2009 — 2011
University of Peshawar

B.A in Economics 2006 — 2008

Al Khair University AJK

SKILLS

TEC HNIC AL:

Can use Siebel, E-front, CRM and Mobics

MS Office (Excel, word, PowerPoint)

HP Photo Editor

Internet and Windows Operating

SOFT:

Communication

Polite and Helping

Always Smiling

Punctual and Targets achiever

INTERESTS

Photography

Writing

Laptops/Cell Phones

Social Networking

Event Management.

LANGUAGES

English, Urdu, Hindi and Pashto.

REFERENCES

To be furnished upon Desire.

