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Address:
Dubai,UnitedArabEmirates
Nationality:
Pakistani
Visastatus:                Visit visa
CareerObjective:
LookingforwardtojoinanorganizationwhereIcouldapplymyprofessionalskillsandknowledge withtheaimfor self-learning and to achieve organizationalsuccess.
ProfessionalExperience:
Office Assistant
Dawn EducationPublishers,
July 2011 – Jul2013 (2year)
Responsibilities:
· Handle customer inquiries, complaints, billing questions andpayment;
· Respond to telephone inquiries, providing quality service tocustomers;
· Answering associates inquiring about the availability of products or status oforders;
· Listen attentively to caller needs to ensure a positive customerexperience.
· Ensured customers were satisfied with every part of the flooring experience,from initial greeting through ordercompletion;
· Memorizing the company’s productoffering;
· Interfacing with internal partners in accounting, field services, newbusiness,operations and consumeraffairs;
· Assisting in preparing periodical financialstatements, such as profit & loss account, balance sheet etc.
Internee

Meezan BankLimited,
July 2013 – Sep2013 (3 Months)

Responsibilities:
· To check the criteria for small enterpriseloans;
· To check the criteria for medium enterpriseloans;
· Analyzing whether loan is according to internal rules and regulation ofbank;
· Assist in performing ratio analysis of loan seeking company orbusiness and
· Assistin preparing credit application and other relateddocuments.

  Academic Qualification:

· MBA (Banking & Finance)
University of Punjab, Lahore
Year: 2015
         CGPA 3.84 out of 4.00

· Graduation(B.COM)
University of Punjab, Lahore
Year: 2011
    Grade: First

CommunicationSkills:
· Have  good level command over English and Urdulanguages;
· Ability to coordinate and facilitate teameffectively;
· Influenced employees to prioritize tasks to meetdeadline;
· Strong organizational, problem solving, interpersonal and negotiationskills.
ComputerSkills:
· Experience in Microsoft office applications especially  Windows XP, 7, and8;
· Good at Microsoft Word, PowerPoint and Excel with goodpresentation aptitude;
· Extensive browsing experience with efficiency in finding desired contentfrom searchengines;
· Computer assembling, trouble shooting, windowsinstallation;
· Good Typing Speed(English) and
· Internet using & browsingsoftware.
Interest andHobbies:
· Updating job knowledge by participating in educationalopportunities,reading professional publications and maintain personalnetworks.
PersonalInformation:
D.O.B:March 13, 1991
Religion:Islam
MaritalStatus:Single
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