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	Profile
	More than 9 years’ successful experience in customer service and support with recognized strengths in account maintenance, problem-solving and trouble-shooting, sales staff support, and planning/implementing proactive procedures and systems to avoid problems in the first place.

Possess solid computer skills.

Excellent working knowledge in using Microsoft Excel, WordPerfect, Microsoft Word, Diploma in Oracle 8, Introduction to Macromedia Flash, Visual Basic and Java@ease.

Ability to train, motivates, and supervises customer service employees.

A team player, Develop plan and maintain/update accurate inventories.

	

	Synopsis of Achievements
	Received Letter of appreciation from the Government of Punjab for the contribution in the Watan Cards project in Bank Alfalah.

Command in supervising, troubleshooting and handling internal customer’s complaints related to internal project in support with the Government of Pakistan (BISP project).

Attended training sessions offered by the bank related to Customer Service Workshop, Microsoft word, internet safety, Microsoft Outlook, Microsoft Excel audit of general banking and personal grooming.

Fluent in English, French, Urdu, Hindi and Punjabi.

	

	Employment
	Combine Trading Corp, Lahore, Pakistan           2013-Present

	
	Export Manager
Administer all export of goods and ensure compliance to all organizational policies and procedures and monitor all financial and currency processes and transactions. 

Supervise efficient working of sales staff and ensure compliance to all export objectives and design sales strategies according to customer requirement and collaborate with country sales manager to prepare budget for projects. 
Maintain all operational records to prepare all project sales and establish profitability in organization and provide training for all sales and services programs. 

Monitor all existing and prospective markets and assist to identify appropriate business opportunities and review all company products and develop and maintain professional relationships with all agents and clients and assist in shipment of warehouse products. 

Monitor all sales transactions and review all customer response for all orders and payments and resolve all customer issues for processes and manage sales shipments of all export products and collaborate with suppliers to ensure smooth functioning of processes and forecast all requirements. 

Administer all existing clients and ensure optimal level of marketing strategies and design required.


	
	Bank Alfalah Limited, Lahore, Pakistan           2007-2013

	
	(EFT&EDC POS Support Officer) Operations and Customer Services
Maintaining Customers Portfolio, signing in new customers as per bank policies, providing services to existing customers while terminating relationships with a customer who does not fall in to the banks current criteria.

Providing cheques (payments) to the customers and resolving any enquiry on daily bases.

Filling up new signings documentations, resolving issues of internal and external customers.

Ensure resolution and troubleshooting regarding POS based problems in the market through technical skills as well as deployment of POS terminals at new service establishments and do field related services in different cities.

Have worked on Land Line, GPRS, Ethernet and WIFI based POS terminals.

Assists merchants/customers in various operational functions in regard of their business with the bank.

Ensure resolution of all operational complaints and related problems.

Interact with all levels of management, identify areas of opportunity as well as offer recommendations on process and procedural improvements.

Have done different projects/assignments/software updating for the bank like Step By Step, Europa Master Visa, Watan Card and BISP in various cities. 

Performing maintenance of POS terminals inventory.

Provide client support services in accurate and timely fashion.

Maintain high level of professionalism and competence in every client interaction.

Build positive and productive relationships with clients.

Make frequent client calls and visits to strengthen client relationships.

Analyze and resolve service issues promptly.

Inform management about complex client issues and resolutions.

Maintain client focused working environment for team.

Work in compliance with company policies and procedures.

Identify and develop new business opportunities with client contacts.

Utilize effective problem solving and time management skills in client service operations.

Assist in risk assessment and mitigation activities.

Develop process improvements to enhance service efficiency and effectiveness.

Provide assistance to less experienced staffs when needed.

Attend educational trainings and workshops for professional growth.

Provide support in new product development and enhancement activities.
Customer Services Officer (Correspondence)
All operations related to establishment and maintenance of relationship between bank and credit card holders, mass correspondence and documents related to status updation, cancellation and maintenance of customers details.
Attracts potential customers by answering product and service questions; suggesting information about other products and services.

Opens customer accounts by recording account information.

Maintains customer records by updating account information.

Resolves product or service problems by clarifying the customer's complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution.

Maintains financial accounts by processing customer adjustments.

Recommends potential products or services to management by collecting customer information and analyzing customer needs.

Prepares product or service reports by collecting and analyzing customer information.

Contributes to team effort by accomplishing related results as needed.



	
	T.A.T Technologies, Montreal ,Canada 1999-2000

	
	Quality Control Officer
Testing and Data entry of product in hand also sending back any rejected products back to the production department for troubleshooting and rechecking after repairing.

Forwarding passed good to packing department.

Attending meetings regarding company’s sops.

Giving trainings to new recruits.

Supervising team mates.


	
	Union Bank Limited, Lahore, Pakistan 2006

	
	Internee
Worked in retail banking departments including account opening, clearing, accounts, cash handling and customer service.



	Education
	Punjab University, Lahore, Pakistan 2005

	
	B.Com: Commerce and Accounting

	References Furnished Upon Inquiry
	

	Availability: Immediate.
	

	Nationality: Pakistani
	


