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Date of birth: 20th Feb 1987
Objective


To work with a dynamic and progressive organization providing opportunities of growth & learning, where I could utilize and enrich my existing skills while pursuing personal, professional and organizational goals.
Education


	2010
	University of Karachi
	MBA (Marketing), CGPA (3.2) 

	
	

	2007-2009
	University of Karachi
	BPA, Percentage: (69.00%) 

	
	

	2003-2005
	National Grammar College              HSC   “B” Grade   (63%)

	2001-2003
	City Scholar School
	              SSC   “A” Grade    (74%)


Work Experience



Presently work as a Counter Service Officer at Soneri Bank Limited Main Branch Gilgit:
· Responding to customers’ telephone calls and queries
· Providing information to customers as per their queries and needs
· Looking after customers’ queries for timely solutions
· To ensure follow ups with respective departments/units for customers’ queries/complaints
· To timely take care of customers’ queries for timely resolutions
· Maintain daily Transaction Wise Database Site to ensure timely processing
· Ensuring quality service delivery to customers as per standards of the Bank
· Cross Selling of Banking Products i.e. Bancaassuarance Policies, Mobile Banking, Internet Banking, Consumer Finances, Business Accounts to customers
· Timely responding to emails received from Central Office and Regional Office
Worked as Office Administrator for one year at Soneri Bank Central Operations department Central Office Karachi Since July 2012 to Aug 2013, and was responsible for:

· Coordination with country wide 235 branches across Pakistan
· Responsible for equal distribution of work among the CAOU Team

· Responsible for coordination within the Team & cross-functional departments 

· Entertaining and responding to queries of branches via email, telephone and internal software
· Prepare daily MIS and submit to Unit Head by day end
· Receiving of branches requests via email and internal software
· Scrutiny of branches requests and ensure timely processing
· Provide guidance to branches via emails in case of need and any change in the process
· Ensure a smooth liaison between branches and central office Karachi

· Responsible for day to day filing, documentation and record keeping

Worked as Administrator / Secretary to CEO for one year at Al Ahad Techno Associates Pvt .Ltd and was responsible for:

· Reporting to CEO for the entire activities
· Responding telephone calls, responding to emails
· Arranging meetings of clients with CEO, Taking messages
· Conducting trainings, workshops, Job interviews, Corporate events
· Conducting important meetings and preparing minutes of meetings
· Preparing official letters, memos, reports, Executive Summaries
· Leading Trainee Programs

· General public dealing 
· Office management

	Summers 2010
	Interned for four (4) weeks at the Human Resources, ITL Pakistan (Pvt.) Ltd.
· Was responsible for  resume sorting, screening and record keeping
· Maintaining Human Resources Information Systems

· Making interview calls

· Assisted in conducting trainings

· Assisted in developing job analysis memos and questionnaires
· Conducted Job Analysis survey


Seminars & Workshops

Attended courses on: leaders are dealers of hope (Marriot Hotel Karachi) corporate Social Responsibility (UoK) Role of Local Govt (UoK), Brandyou! (UoK), Micro-Economic Developments (AERC, UoK), Intra-personal Communication (KUBS, UoK), Research Skills (UoK)
Additional skills


	Languages:
	English, good written & spoken; 

	IT skills:
	Working knowledge of MS Office applications and practiced at internet use.

	Personal features:
	Adaptative, Energetic, Quick-at-grasping and interpreting


Interests


Travelling, counseling, reading books, writing articles, watching TV talk shows, music.
Referees


Available upon request
