CV No: 1097004
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
Career Objective
To pursue a career in a growing and dynamic firm putting my theoretical knowledge in practical form thus rendering all possible services in my capacity to the firm. 

Professional Profile
· Goal-driven professional with 2 years of significant, progressive customer service experience and expertise that is highly applicable to the management, including ability to deliver superior, personalized client service, cultivate strong business relationships, make real time decisions, and resolve issues in a way that propels innovation and growth 

· Excellent team player who listens, thrives on collaborating with diversely talented team members, and integrates their divergent thoughts, opinions, and perspectives into meaningful action. 

· Highly effective verbal and written communicator who is fluent in English, Hindi/Urdu Arabic learning.
· Energetic, competitive achiever who can inspire and motivate team members, successfully manage multiple priorities, and perform under pressure in a fact-paced, rapidly changing environment. 

· Computer-proficient performer with expertise in  windows 95, 98, NT, 2000 pro, XP, Vista, XP & Windows 7 and 8 MS Office, Internet Explorer 
Professional Experience
Leading Company, Dubai MArina, DUBAI, UAE

Division: Security and Law enforcement
Designation: customer service receptionist (31-12-2011 to till date)
Key Responsibilities

· CCTV Operator 
· Handle the customers 

· Check the Lost & Found incident 

· Make the report of any miss hap 
· Check the all maintenance Work inside the building 

· Connect with management 
united bank limited

Division: Banking
Designation: Cash Officer (Jan 2011 to 27-12-2011)

Key Responsibilities: 

Managing the Branch operations / Retail Banking including  

· Strengthen the branch’s internal controls and ensure that processes and activities are carried out strictly in accordance with the banking policies.

· Ensure that customer services standards are maintained and exceeded.

· Support customer services manager with the day-to-day administration of Branch operations.

· Efficient utilization of trained resources to service visiting customers’ needs for conducting various transactions in a prudent yet customer friendly manner.

· Control and Compliance initiatives of the Institution and regulator inform of the institution’s self-audit program.

· In-depth knowledge of general banking operations including account opening and maintenance as par SBP (State bank of Pakistan) prudential regulations.

· Taking Care of the Customers and fulfilling their desires expressed or unexpressed
Cougar fabrics Private limited lahore, Pak.
Division: accounts
Designation: assistant accountant (Sep 2009 to Dec 2010)
Key Responsibility Area

· Entering data regarding funds, grants, expensese, bills and other transaction in a timely manner.

· Preparing payments and forwarding it to the vice president for date due payments.

· Balancing accounts on a weekly or monthly basis.

· Preparing financial statements on either a regular schedule or when required.

· Participating in budget and planning meetings with the marketing and communication manager.

· Resolving accounting discrepancies.

· Other admin tasks and responsibilities as deemed appropriate by the executive officer.

Ufone (Gsm) telecommunication limited, pak.

Division: Sales
Designation: Business development officer (Feb 2008 to Aug 2009)       

Key Responsibility Area

· Ensuring all the Ufone Policies and Procedure done

· Preparing daily and weekly schedule for sales

· Responsible for ordering and managing stock availability

· Dealing and negotiating with suppliers

· Pay special attention to people in order to make them interested in making a purchase

· Give alternative products when our of stock situations arise

· Maintain all merchandise and display.
· Support all promotions by being aware of current promotions

Beneficiary Certificates
· Dubai protective system Training & Card Holder from Dubai police academy.  

· Professional employers private limited employee Card assign to united Bank limited.
· Computer diploma ,insurance and other educational certificates.

Academic Qualification
· Matriculation:                                                                                       BISE LAHORE (2003 to 2005)
· Intermediate:                                                                      BISE LAHORE(2005 to 2007)
· B com (IT)

   
       
                          Punjab University Lahore(2007 to 2009) 
·  M com ( Finance)




GCUF (2009 to 2011)
Keyword Summary









· Good Customer Service 
· Customer Loyalty
· Customer-focused selling techniques 
· Sustained High Performance

· Informative sales presentations 
· Leadership

· Sales Proficiency 
· Business-to-Business Sales Experience

· Product Knowledge 
· Persuasion Skills

· Sales Objective

· Self Motivation 

· Aggressive strategy 
· Listener

· Master degree in business 


· Cold Calling

· Computer literacy 
· Customer Satisfaction/ Client Satisfaction

· Interpersonal skills 
· Customer Needs

· Organizational skills 
· Ability to handle customer questions
· Time-management skills

· Business Development

Personal profile
· Nationality: Pakistani

· Date of birth: 25-07-1989
· Religion: Islam
· Visa Status: Employment[image: image1.png]



