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CAREER OBJECTIVE:

8 Years of experience and result Oriented, dependable automotive professional experienced in Customer Service and Management. Excels in fast paced environments as well as supervising and motivating staff to increase productivity & company profitability. Committed to the excellence & team work.
PROFESSIONAL WORK EXPERIENCE: 

Organization:


Suzuki Gujranwala Motors
Tenure:


February 2012 – December 2015
Designations:


Customer Service Representative
Responsibilities:




· Appointment booking & Confirmation with customers
Monitoring CRM software, Enquires, Promised Time, Vehicle Tagging, Follow ups
Vehicle Receiving, Vehicle Delivery
·  Pre Sales Follow up, Post Service Follow up
· Coordination with Workshop to carry out the required repairs
Handling overall complaints regarding Sales and After Sales
·  Accountability of Monthly activity reports through CRM
· Administrative controls and managing the team works

Organization:


Suzuki Gujranwala Motors 
Tenure:


August 2007– January 2012
Designations:


Sales Executive & Computer Operator 
Responsibilities:




· Enter commands, using computer terminal, and activate controls on computer and peripheral equipment to integrate and operate equipment

· Monitor the system for equipment failure or errors in performance
Operate spreadsheet programs and other types of software to load and manipulate data and to produce reports
· Manage the clients system as well as all Networking System (LAN)
Handling the Software & manage the Data Base scripts in SQL
· Sales executive are the key point of contact between an organization and its clients
Sale the cars offering advice and introducing new features
· Provides products, promotion, and pricing information by clarifying customer request, selecting appropriate information; forwarding information; answering questions
· Demonstration of the products

· Conduct the trainings in sales & after sales departments regarding ethics, etiquettes, behavior, uses of languages, politeness
ACADEMIC EDUCATION:

EXAMINING BODY:








Year
· Master


Allama Iqbal Open University, Islamabad


2015
· Graduation

Allama Iqbal Open University, Islamabad


2012
· Intermediate

Board of Intermediate & Secondary Education, Gujranwala
2009
COMMUNICATION AND INTERPERSONAL SKILLS:

· Outstanding command over verbal and non-verbal communicative & interpersonal skills.

· Strong organizational, managerial, problem solving, interpersonal and negotiation skills.

· Confidently able to work independently or in a team to deal effectively with educators & employees.

· Flair to organize & prioritize tasks to meet deadlines.

· Ability to manage multiple projects with minimal supervision.

· Have a good level command over English and Urdu Languages.

CERTIFICATION/ ADDITIONAL SKILLS:

· MS Office


(All versions, esp. MS Word, MS Power Point and MS Excel)
· MS Excel


(MS Formulae, Reports Automation, Macros, Presentations w.r.t. Analysis)

TRAININGS & WORKSHOPS:


CREATING MOMENTS OF MAGIC – CMOM





Year - 2015
· Impact of Employee Training and Motivation on Business Development in Banking Sector (Journal Article Published in Google Scholar)
· Human Resource Practices and their impact on Employee Performance in Corporate Sector (Journal Article Published in Google Scholar)
Achievements awards from Pak Suzuki Motors Co. Ltd. Karachi


Year – 2014 & 2015
· Certified Customer Care Manager from 




Pak Suzuki Motors
· Certified Sales Promotion Officer from 




Pak Suzuki Motors
· Certified IT Manager from 





Pak Suzuki Motors
INTERESTS AND HOBBIES:

· Hobbies include anything to do in arts, music, poetry, reading historical books, philosophy and all religious books. Enjoy and actively participate in a wide variety of sports, political discussions, and creative activities.
PERSONAL INFORMATION:

Date of Birth


: December 12th, 1986
Religion


: Islam







