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CAREER OBJECTIVE:

I am a qualified B.S. (Honors) in Business Administration, seeking a suitable position in an organization in departments of Customer Services. In an organization where hard work will be rewarded and where career advancement will always be a possibility.
PROFESSIONAL WORK EXPERIENCE:
Organization:


NAB Middle East General Trading LLC.

Tenure:



June 2015 to date.

Designations:


Telecaller / Account Receivable
Responsibilities:
· Chasing Receivables through E-mails and Direct Communication;
· Provide with excellent customer services to raise orders

· Answer incoming calls and respond accordingly;
· Maintain effective communication manner in order to resolve accounts differentials;
· Retrieving receivable amounts ;
· Sending statement of Accounts and Managing Record of receivables;
· Communicate with customers for Business development and order Processing;
· Preparing, Sorting and distribution on invoices;
· Communicate with overdue clients for collection and settlement ;
· Achieved the target of Retrieving more than one million recovery from account receivables;
· Receiving, sorting and posting of payments;
· Manual and computerized record maintenance of received cheques and cash;
· Raising the order where needed;
Organization:


Axis Recruitment (U.K) Lahore Pakistan
Tenure:



Jan 2012 – March 2015
Designations:


Call Center Customer Services Executive
Responsibilities:


· Obtains client information by answering telephone calls; interviewing clients; verifying information.

· Cummunicating people all over the united kingdom involve in healthcare industry

· Involve in business to business operations for business development and growth

· Recruiting candidates through our national recruitment management system

· Finding appropriate positions for recruited candidates (Rigistered Nurses) through resume database searching and contacting them for job placements

· Contracts management by negotiating the fee rates with clients

· Preparing reports on targets and sales achieved on daily bases (Ms Excel and CRM)

· Managing the good will and professional relationship with existing clients
Organization:


Ovex Technologies Pakistan 
Tenure:



May 2011 – July 2012
Designations:


Call Center Customer Services Executive
· To communicate with different nationalities –Americans and Canadians etc; 

· Determines eligibility by comparing client information to requirements.

· Establishes policies by entering client information; confirming pricing.

· Informs clients by explaining procedures; answering questions; providing information.

· To achieve tough sale targets and improve service quality;

· To respond to queries of multi‑national customers about a consumer electronic product i.e. to provide detail on specifications, model numbers, functions etc. and to give advice relevant to each customer’s needs;

· participating in educational opportunities
· Maintain sales data base in Computerized record book

· Got exposure to interacting with people of different backgrounds and dialects; 
ACADEMIC EDUCATION:

Qualification




             YEAR
· Bachelor of Science in Business Administration (4 years)
     2013       
TRAININGS and WORKSHOPS:
3 MONTHS INTERNSHIP.








· Urban Developers and Chartered Town Planners, Lahore (Pakistan)

6 Months Diploma / Certificate in Computerized Accounting




· PIBS institute of Business Studies
COMMUNICATION AND INTERPERSONAL SKILLS:

· Excellent communication in English both U.S and British accents (Verbal and written)

· Customer services management and handling

· Excellent Phone Manner
· Customer Focus and attention to details
· Teamwork and team management

· Strong office ethics and organizational skills 

· Analytical and decision making skills

· Ability to keep accurate and concise records.

· Data Entry Skills

SKILLS:

· knowledge of computer hardware;
· Working knowledge of MS Office, Windows:  98, XP, Vista, 7 and Windows 8; 

· Web designing languages such as HTML, Java DHTML
· English typewriting and written communication skills;

· IELTS―Speaking 6.0, listening 6.5, reading 6.0, writing 6.5; 
· Expertise in ERP's such as SAGE, Tally and Peachtree 

PERSONAL INFORMATION:
Religion

: 
Islam

Marital Status

:
Single

Nationality

:
Pakistani

Languages

:
Urdu (Native), English (Fluent), Hindi, Arabic (Reading)
Visa Status

: 
Employment Visa
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