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WORK EXPERIENCE: 
Worked as Office assistant in Aluminum Company in UAE 1 year.

Job Responsibilities:

· Forwards information by receiving and distributing communications; collecting and mailing correspondence; copying information.

· Maintains supplies by checking stock to determine inventory levels; anticipating requirements; placing and expediting orders; verifying receipt; stocking items; delivering supplies to work stations.

· Maintains equipment by completing preventive maintenance; troubleshooting failures; calling for repairs; monitoring equipment operation; monitoring and purchasing meter fund

· Maintains office schedule by picking-up and delivering items using automobile.

· Serves customers by backing-up receptionist; answering questions; forwarding messages; confirming customer orders; keeping customers informed of order status.

· Updates job knowledge by participating in educational opportunities.

· Enhances organization reputation by accepting ownership for accomplishing new and different requests; exploring opportunities to add value to job accomplishments.

Worked as Security guard in Hataf security system GRW (PAK) 16 months 

Job Responsibilities:

· Patrol industrial and commercial premises to prevent and detect signs of intrusion and ensure security of doors, windows, and gates.

· Answer alarms and investigate disturbances.

· Monitor and authorize entrance and departure of employees, visitors, and other persons to guard against theft and maintain security of premises.

· Write reports of daily activities and irregularities, such as equipment or property damage, theft, presence of unauthorized persons, or unusual occurrences.

· Call police or fire departments in cases of emergency, such as fire or presence of unauthorized persons.

· Circulate among visitors, patrons, and employees to preserve order and protect property.
Worked as Sale manager in Qaiser electronics GRW( PAK) 4 Years:

Job Responsibilities:

· Responsible for obtaining profitable results through the sales team by developing the team through motivation, counseling, skills development and product knowledge development.
· Manage the sales administration function, operational performance reporting, streamlining processes and systems wherever possible, and advising senior management on maximizing business relationships and creating an environment where customer service can flourish.

· Responsible for managing the sales team, developing a business plan covering sales, revenue, and expense controls, meeting agreed targets, and promoting the organization’s presence throughout Australia.

· Assist in the development of the annual marketing plan, specifically advising on: realistic forecasts for each product and territory (based on historical data, market trends, competitive activity, promotional strategy and sales effort), realistic costs of operating the sales force; and sales promotion programmed plans.

· Ensure that all sales representative activities are in accordance with the guidelines of the Medicine Australia’s Code of Conduct.

Worked as constable in Punjab police in Lahore (PAK)4 years:
Job Responsibilities: 

· Working in partnership with communities, liaising with community groups and individuals;

· Providing a visible presence to deter crime and reassure the community;

· Conducting patrol duties on foot, by car and bicycle;

· Developing community knowledge to identify individuals and locations at risk of being involved in crime;

· Responding to calls and requests from the public to assist at incidents;

· Keeping the peace at public meetings, social events, processions, trade disputes or strikes;

· Diffusing potentially volatile situations with due regard for the safety of all involved;

· Acting with sensitivity when dealing with situations such as delivering news of a sudden death to a family or when dealing with sexual crimes;
Worked as shopkeeper mobile sale and repairer (Nokia, Samsung, Blackberry.etc.) in GRW (PAK) for 4 years.
Job Responsibilities:

· Receive, diagnose, repair, refurbish, upgrade and or dispose of all Cellular mobile telecommunications handsets
· Prepare an estimation cost of repair and give a feedback to the receptionist prior to communicate with the customer only if necessary.
· Carry out all repair procedures in line with Quality and Environmental guidelines.
Ensuring the quality is always implemented and maintained throughout the repair cycle – champion brand values at all time.
· Responsible for the correct and regular (daily) entry of all requested data by Delta Comm. Iraq. Service Centre management system.
· Communicate latest service and repair bulletin, news and information from Delta Com. To all concern in a timely manner and attend all training organized by Nokia Corporation, Sony Ericson Mobile and LG GSM Phones.
Qualification:- (PAK)
· B.A, (Punjab university Lahore) 2004 
· F.A, (Gujranwala Board ) 2001
· Metric (Gujranwala Board) 1997
· Diploma Civil Defense course (GRW) 2007

· Diploma in Mobile Hardware (GRW) 2008

· Diploma in NCC (GRW) 1999
Personal skills:-

· Good communication skills

· Self Dependent 

· Best Team leader 

· Best Observation Quality 
Declaration:
     I hereby declare that the particulars furnished above are true to the best of my knowledge and belief. 
