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Objective:
Well-disciplined with proven ability to manage multiple assignments effectively and efficiently under extreme pressure while meeting tight deadline schedule, now looking for a suitable position with a company which offers genuine room for progression and where I can make a significant contribution.
Skills

	· Positive team player
· Meeting tight deadlines
	· Able to work shifts 
· Numeracy and Organizational
	· MS Excel, Word
· Windows 7, 8 XP
· Internet


Experience

Karachi Shopping Mall                                                    January 2009 August 2012  
Indoor Salesman 
· Managing all the sales related activity of the company.   

· Writing up accurate and grammatically correct sales correspondence.

· Tracking sales orders to ensure that they are scheduled and sent out on time.

· Effectively communicating with customers in a professional and friendly manner.

· Ordering and ensuring the delivery of goods to customers.

· Supporting the field sales team.

· Ensuring that staff uniforms and personal appearance are always clean and professional.

· Carrying out administrative tasks such as data input, processing information, completing paperwork and filing documents.

· Organizing sales promotional campaigns.

· Speaking with customers using clear and professional language.

· Resolving any sales related issues with customers.

· Completing the administrative needs of the Sales Department.

· Making follow-up calls to confirm sakes orders or delivery dates.

· Responding to sales queries via phone, e-mail and in writing.

· Accurately analyzing and assessing statistical data. 
Waiter 

Indus Hotel Hyderabad                                                    January 2006 Novembar 2008 
· Escorted customers to their table and arranged their seating.

· Presented and explained menus to customers – Answered queries regarding restaurant items and informed them of daily specials.

· Took food/drink orders and conveyed them to kitchen staff.

· Provided excellent customer service: Worked closely with restaurant staff to ensure that orders were served in an efficient manner – Orders were assembled properly in the kitchen and delivered to customers in a timely manner.

· Verified customer satisfaction.

· Presented desserts upon completion of main meal.

· Collected payment and thanked customers prior to their exit.

· Trained new staff regarding the restaurant’s procedures, culture and practices – Worked with staff members to provide team oriented service.

· Managed waitresses.

Utility Store Corporation Pakistan

Shop Keeper






December 2013. July 2015

Utility Stores Corporation of Pakistan (USC or USCP) is an organization that operates chain stores throughout Pakistan that provide basic commodities. I was responsible of;

· Receiving, storing, issuing the goods, managing the stock levels and giving out the supplies from the stock.

· Preparing the inventories according to purchase order.
· Preparing the reports on adjustments done to inventories that may be damaged spoilt, etc.
· Issuance of items those are going out of the warehouse so as to ensure accuracy and completeness.

· To undertake the function of stock taking and confirm the periodic stock on a regular basis by working closely with the designated staff members.

· To supervise the Loading offloading process.

· To ensure the correct and timely valuation of the inventory and to be involved in directing and managing procedures related to offloading, packing and unpacking.

· Making sure that all inventory processes are completed on the same day.
Education

Bachelor of Arts from Sachal Sarmast College Hyder Abad    

F.A from Sachal Sarmast College Haider Abad    

Metric from Noor Muhammad High School
Personal Details

Date of Birth

:
April 04, 1987
Marital Status

:
Single
Nationality

:
Pakistani

Religion

:
Muslim (Sunni)

Visa Status

:
Visit Visa 
Languages Known
:
English, Urdu and Sindhi
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