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	Career Objective

	
	Looking to associate with a progressive organization in a position that utilizes my abilities and skills opening avenues to cultivate professional career growth.


	summary of Experience/qualifications

	
	· Holding 5 years of diverse experience in the following verticals

	
	· Team Lead (Complaints Resolution) at Lootlo.pk – Karachi

· Office Administration Asst at EOBI, Larkana/Karachi

· Cash Officer at Tameer Microfinance Bank Ltd. Karachi

· Call Center Agent (CSO) with Arwen Tech Pvt Ltd. Karachi

· Holds B. Com. from University of Karachi

· Can communicate fluently in four languages

	Skills and Abilities

	
	Office Administration

	
	· Managing official correspondence

· Document control

· Customer service

· Commercial Awareness

	
	Technical

	
	· MS Word (Expert Level)

· MS Excel (Advanced Level)

· Hardware Troubleshooting

· E-mail client management

	
	Personal

	
	· Time management

· Flexible to diverse environments

· Stress tolerant

· Quick learner


	
	Team Lead (Complaint Resolution)

Karachi


July 2014 to Sept 2014
	

	
	· To respond to the complaints escalated by complaints team

· To support the team in IT/Products/Sales fronts.

· To look after the overall team targets.

· To train new team members.

· To achieve in-time redressal of all customer complaints received within the allocated timelines.



	
	Office Administration Assistant

Employees Old-age Benefits Institutions (EOBI)

Larkana and Karachi

Sep 2012 to March 2014
	

	
	· To respond the letters received from Head Office.

· To guide pensioners.

· To look after the Benefit Section.

· To make arrangement for insured persons data update.

· To ensure in time resolution of the queries received from the employers registered with EOBI or Ministry of Overseas Pakistani & Human Resource Development.

· To work as backup to the Account & Admin officer



	
	Cash officer

Tameer Microfinance Bank Ltd.

Karachi



Oct 2011 to Aug 2012
	

	
	· To perform transactions regarding cash deposit and withdrawals.

· Performing duties as a key custodian of cash vault.

· To keep records in order and ready for Audit either internal or from SBP.

· Worked as a backup to CFC booth (Customer Facilitation Center) located in SSGC office, South Zone.

· Perform Transactions of Bill payments and Express Money as well.

· Responsible to hand over cash to the MSV.



	
	Call Center Agent (Customer Service)

Arwen Tech (Pvt.) Ltd.

Karachi



Aug 2009 to Apr 2010
	

	
	· Respond to customer queries and complaints ensuring excellent customer service.

· Follow-up on customer complaints in coordination with concern departments
· Identify, research, and resolve customer issues following company SOPs.

· Make outbound calls depending on requirement. (Emergency/ Providing feedback  to customer)

· Preparing various reports to ensure smooth customer service operations.

· Provide on-the-job training to new employees.



	Academic background

	
	
	

	
	Bachelor of Commerce (Year of Passing: 2010) 
University of Karachi,

Karachi

	


	Personal Details

	
	

	
	Linguistic Skills
:
English, Arabic (Basic), Urdu, Gujarati, Sindhi, 
Date of Birth
:
17th May 1987

Availability
:
Immediate

Willing to Relocate
:
Yes
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