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CAREER OBJECTIVE

To handle a responsible and demanding position in which my Educational knowledge and abilities can contribute to the achievement of the company’s goals and visions, and can become more enhanced to give opportunity for career growth and advancement.

EMPLOYMENT BACKGROUND

ACCA Pakistan Pvt. Ltd.
· 23rd November, 2009 – Till date working as Customer Relations Officer,
Responsibilities:

· Responsible for providing solution to the students over the counter related to qualification
· Responsible for providing information related to qualifications offered by ACCA 

· Responsible to create awareness amongst customers and promote IVR / Self service tools usage to provide low cost automated services 

· A strict adherence to the education policy and procedures as communicated by ACCA head office 

· A strict compliance to company/divisional policies, plans and strategies to achieve company/divisional goals along with complete understanding of Code of Conduct

· Gather customer’s concerns/suggestions, by feedback form
· Communicating with Head office at Glasgow for the financial issues of the students.

· Responsible to coordinate with examination team at Glasgow office for the examination entries
· Responsible to coordinate with other regional offices for the related issues.

· Responsible for organizing and making arrangements for the workshops, seminars held for students and members. 
TELENOR PAKISTAN PVT LTD
· 26th December, 2006 – To 26th August, 2009 Worked as Customer Relations Officer,
Responsibilities:
· Responsible for meeting all targets/KPIs on daily bases as set by the Department

· Responsible for achieving high customer satisfaction high quality service delivery and ensuring First Call Resolution (FCR) 

· Create awareness among the customers and promote IVR / Self service tools usage to provide low cost automated services 

· A strict adherence to shift and break schedule as communicated by the operations department 

· A strict compliance to company/divisional policies, plans and strategies to achieve company/divisional goals along with complete understanding of Code of Conduct

· Gather customer’s concerns/suggestions, ensure that customer’s voice is being channeled to the right place and follow up

· Responsible of maintaining/updating complete knowledge and compliance of CRD processes, routines and procedures along with products/offers being introduced in the department 

· Ensure that customer queries generated by him/her should be resolved in the specified Turn around time (TAT) by following up on services requests 

· Participate in all team meetings and team building/Motivational exercises on periodic basis 

· Contribute to manage team objectives through team work
· Handling Customer queries and Complaints regarding the Services
· Handling Customer calls in Contact Center
Tiffany Foods L.L.C parent company called “Emirates Industries and Trading Company”.
Dubai, United Arab Emirates.
· October, 2000 - July, 2002 Worked As Asst, Logistics & Export Admin cum Customer Service Officer,
Responsibilities in Logistics, Export & Customer Service:
· Responsible in resolving the queries and complaints of clients regarding the orders, products and billings
· Responsible for the arrangements of Transportation of goods from factory to warehouse 
· Responsible for the coordination with production and planning departments

· Responsible for the preparation of Pro forma Invoices and Final Invoices

· Responsible for Data Entry of Stock in system called “Baan” ERP.

· Responsible for the handling of dispatches of Goods

· Responsible for the stock updating in system 

· Preparation of Export Documents

· Supervising the stock movement

· Preparation of Packing list
· Inventory Control
Nestle Ice Cream L.L.C
Dubai, United Arab Emirates.
· March, 1997 – September, 2000 Worked As, “General Service Officer”
Responsibilities as a Store’s Assistant:
· Responsible for issuing items from stores and updating of records

· Responsible for making store’s goods issue and receiving notes 

· Responsible for Record keeping of Quotations from Suppliers

· Responsible for Data Entry of Stock in to the system

· Responsible for placing purchase requisition

· Responsible for stores planning

STRENGTH
· Time Management

· Team Player

· Quick Decision Maker

· “Can Do attitude

· Solution oriented
TRAININGS ATTENDED

· 7 habits of highly effective people by “Professor Major Noman Majeed” “IAS University of the Punjab”
· Team building training done with IMPACT Trainers

· Customer Services Training done with Telenor While on Job and Certificate awarded.

· “BAAN” Enterprises Resource Plan (ERP)
ACADEMIC PROJECTS
· Performance and Compensation Management research based project on COKE & PEPSI, Analysis of performance and compensation Management of both companies
· Training & Development project by designing and conducting in House training session on Effective R&S
· Human Resource Consulting project on designing of Job description of Finance Manager
· Strategic Management research based project on SWOT analysis of “MYFONE” 
· HRIS project on Private Hospital, comparison and Analysis of manual and computerized information system

· Marketing project on re-launching process of Feast Kulfa by Walls Ice cream.
· International Human Resource management Research based project on INDIA
· Change Management research based project on Recruitment and Selection process.

COMPUTER QUALIFICATION

NICON institute of information technology Lahore, Pakistan
· Computer Hardware and Networking tools etc.
· Certificate Awarded
Search Recruitment and Training Institute, Dubai, U.A.E.

· Web Designing by HTML, FRONT PAGE, ADOBE PHOTOSHOP etc.
· Certificate Awarded
Search Recruitment and Training Institute, Dubai, U.A.E.

· Executive Secretary Training Course, Ms Applications, Self Correspondence
· Certificate Awarded
From NIIT Computer institute Dubai, U.A.E 
· Ms Applications MS Word, MS Excel, MS Power point, MS Front page, MS Access etc,
· Certificate Awarded Approved by “The Ministry of Education of Dubai, U.A.E” 

EDUCATIONAL ATTAINMENT

Masters in Human Resource Management (MHRM)

· Institute of Administrative Sciences (IAS) University of the Punjab, Lahore, 

· Transcript Awarded
· CGPA 3.32 / 4.00 approximately 83%
· Degree will be awarded after 2 years
Bachelors of Commerce (B.com)
· University of the Punjab, Lahore, Pakistan

· Scored 1st Division with 1011/1500

· Year attended 2003 – 2005
· Degree Awarded and attested by HEC
Intermediate in Commerce (I.Com)

· Lahore board of Intermediate and Secondary Education
· Year attended 2003

· Certificated Awarded

Matriculation

· Pakistan National High School, Dubai, U.A.E
· Year attended 1995

· Certificate Awarded

INTERESTS
· Cricket, Body building, swimming, computing, long drive, martial arts. Playing and watching quiz programs, Trekking.
LICENSE
· Holding Dubai’s Light Vehicle Driving License since 1998.

PERSONAL DATA
· Birth date:
February 15, 1978
· Civil Status:
Single

· Gender:  
Male
· Nationality:   
Pakistani

· Religion:
Islam
