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Visa Status         : Visit Visa
OBJECTIVE
· Looking to seek a Responsible, Challenging and Rewarding position with a leading organization that ensures long-term Career development, Growth opportunities and welcomes initiative, dedication and demands excellence in consistently meeting business objectives and exceeding standards.
PROFESSIONAL EXPERIENCE

· I have worked in 24hour Restaurant Islamabad for 02 year as Assistant cum Cashier.
·  I have worked in Butt Lodge Guest House Islamabad for 1 year as Assistant Cum Front Office Receptionist.
· I have worked in Daily Sun News Islamabad for 06 months as internship trainee.
· I have worked in AL-Saffa Heightsll Islamabad for 01 years as Front office Receptionist.
FORMAL EDUCATION
· Graduation( Bachelor of Arts )                                                                  
                    2011
Is lamia University Of Bahawalpur, Pakistan
· Diploma in Electrical Engineering                                                                              2009

Punjab Board of Technical Education Lahore, Pakistan
· Certificate in  Computer Application                                                            
        2006
Punjab Board of Technical Education Lahore, Pakistan
JOB RESPONSIBILITIES

· Greet customers as they arrive and ask to provide any kind of assistance

· Provide information on the company’s products and services

· Escort customers to their aisles of choice and help them locate products

· Assist in choosing items when prompted by the customer

· Provide product demonstrations

· Provide information on after sales services and warranties

· Take customers’ orders on the telephone and in person

· Ensure that all orders are placed in the order database and delivered to the customer in a timely fashion

· Assist in managing discrepancies and complaints

· Manage logs and reports for goods sold

· Record and maintain customer information

· Stock shelves and rotate items on a periodic basis

· Walk customers through the purchasing process in order to expedite procedures

· Function as a liaison between customers and the company’s departments

· Provide pricing information to customers

· Provide information on daily deals and discounts

· Prepare customer and productivity reports for the benefit of supervisors
COMPUTER & OTHER SKILLS 
· Microsoft Office 2003 / 2007 / 2010 (Word, Excel, PowerPoint, Picture Manager)
· E-mail (Microsoft Office Outlook Express)

· Driving Experience

· Having L.T.V  Driving  License (PAKISTAN)
· 5- Years driving experience.
PERSONAL Skills
· Self-aware & always seeking to learn and grow 

· Methodical and rigorous approach to achieve tasks and objectives 

· Self-driven and self-reliant 

· Good interpersonal skills & team-working capabilities

· Good communication skills

LANGUAGES
· English 
(Read, Write and Speak) 
· Urdu 
(Read, Write and Speak) 
· Punjabi      (Read, Write and Speak)                                                                                                       

PERSONAL INFORMATION

Date of Birth:
02-08-1988

Nationality:
Pakistani

Marital Status:
Unmarried     

 *Supporting Documents and References will be provided on request.*
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