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Objective

Intend to build a career with organizations where I can make use of my quality education and put extensive work experience to good use. Willing to work in a challenging environment and contribute to the growth and development of the organization.

Organizational Experience 

	Designation
	Organization
	Duration

	Customer Service Officer
	LLC. Southall. London. UK
	Feb. 2010 to June 2014

	Accounts Assistant
	DJP Corp. New York USA
	Oct. 2004 to Oct. 2009

	Junior Accountant
	Transworld Insurance Corp. N.Y. USA
	Jan 2000 to Sep.2004

	
	
	


Customer Service Officer  --- UK

· Responsible for the overall coordination, the functional management and leadership of all of the sales activities of the business. 

· To take care of customers via telephone, email and over the counter.

· To prepare the sales order base on customer purchase order and proceed the accordingly.

· To resolve customer issues and problems.

· Responsible for customer care and their satisfaction.

· Responsible for the routine office work and assistance.

· To handle the customers information and inquiries.

· To assist the manager in various activities.

· To do the correspondence with existing and new clients via Phone calls & internet. 

Accounts Assistant --- DJP Corp. N.Y. USA

· Responsible to maintain account books.

· Book keeping.

· Responsible for the daily cash transactions.

· To take care of daily routine banking matters.

· To assists the manager regarding office work.

· To look after inventories.

Junior Accountant --- Trans world Insurance. N.Y. USA

· Price Calculation.

· Book keeping.

· Take care of cash transactions.

· To take care of daily routine banking matters.

· To assist the manager regarding office work.

	Qualification
	Name of Institution
	Majors

	Bachelor of Commerce
	University of Punjab Lahore
	Commerce


  Skills

· Microsoft Office 2010.

· Microsoft Windows.

· Internet & related Applications.

· Security certificate from Smith Institute New York, USA

· Test passed:  UK basic English test,  US word usage test, English Spelling test, Call center test, 
   Customer service test, Telephone Etiquette test and Office skill test  at Odesk.com
Personal Information

· Languages

   English, Hindi & Urdu

· Marital Status

   Married

· Age 

                 38


· Nationality 

   Pakistani

· Visa Status

   Visit

Reference

Available on request. 
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