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SHAHZEB 
_________________________________________________________________
MAIN OBJECT
To get such a position which will help me enhance my career ability and help me grow my personality and get experience which help me in managing with the changing environment needs.
ACADEMIC QUALIFICATION
· F.S.C:                              Baluchistan Board in Science
· Matriculation:             B.I.S.E  ( Lahore) In Science
WORK EXPERIENCE
Sale associate in ELECTRONIC EQUIPMENTS AND RETAIL OUTLET 
(feb2010 to june2012)  
Responsibilities
· Greeted customers and determined their needs and wants.
· Discussed type, quality and number of products required for purchase.
· Recommended product based on individual requirements.
· Advised customers on utilization and care of product.
· Provided advice to clients regarding particular products.
· Explained the use and advantage of product to customers
· Answered customers’ queries and concerns
· Demonstrated live working of items.
· Prepared sales contracts and accepted payment through cash, cheque and credit card
· Assisted in display of Outlet equipment’s.
· Maintained sales records for inventory control.
Admin assistant in SERVICE SHOES Company September 2012 to Dec 2014
Responsibilities
· Answer and direct phone calls
· Organize and schedule meetings
· Maintain contact lists
· Produce and distribute correspondence memos, letters, faxes and forms
· Develop and maintain a filing system
· Order office supplies
· Book travel arrangements
· Submit and reconcile expense reports 
Ufone Call Center Representative Job Duties (January 2015 to April 2016
Responsibilities
· Determines requirements by working with customers.
· Answers inquiries by clarifying desired information; researching, locating, and providing information.
· Alternative solutions; implementing solutions; escalating unresolved problems.
· Fulfills requests by clarifying desired information; completing transactions; forwarding requests. clarifying issues; researching and exploring answers and Resolves problems 
COMPUTER WORKING
· IT Office
· Internet Surfing
· Resolve hardware soft were problems 
KNOWLEDGE, EXPERIENCE & SKILLS
· Good communication skills
· Computer literate   
PERSONAL INFORMATION
· Nationality:                  Pakistan
· D.O.B                           07-April-1991
· Marital Status              Single
· Visa Status                  Visit Visa
· Visa expire                  15.August,2016
· Languages                  English,Urdu,Hindhi
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