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Career Objective
To seek a challenging position in a national or multinational organization, which offers a competitive and challenging environment along with development and growth opportunities where my knowledge, skills and abilities could be best utilized.
Professional Qualification
· Diploma in IT Basics
Professional Experience 
September 2013 to October 2015:
Call Centre Agent: Suits Me 
I was working in call centre as an agent, for receiving orders from UK.

(Two years)

· Obtains client information by answering telephone calls, interviewing clients, verifying information.

· Determines eligibility by comparing client information to requirements.

· Establishes policies by entering client information, confirming pricing.

· Informs clients by explaining procedures, answering questions; providing information.

· Maintains communication equipment by reporting problems.

· Maintains and improves quality results by adhering to standards and guidelines, recommending improved procedures.

· Updates job knowledge by studying new product descriptions; participating in educational opportunities.

· Accomplishes sales and organization mission by completing related results as needed.
July 2012 to January 2013:
Sales Coordinator: Ajman Free zone Authority
I was working in General trading company, Ajman Free zone authority as a sales executive. (six months)
· Managing all the sales related activity of the company.   

· Handling a high volume of customer enquiries whilst providing a high quality of service to each caller.

· 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.

· Organising sales promotional campaigns.

· Contacting potential customers to arrange appointments.

· 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.

January 2010 to May 2011:

Office Coordinator: HBL
I was working in HBL (Habib Bank Limited) as an office coordinator.
(One year four Month)

· Provide front desk support to guests and clients
· Greet visitors and provide information as asked
· Answer telephone and handle flow of visitors
· Type and distribute letters and correspondence
· Manage files, record systems, office supplies and inventory
· Organize staff meetings and executive calendars.
· Distribute mail and faxes to appropriate recipients

Academic Record

	Qualification
	Institution 
	

	
	
	

	Graduation

	Punjab University Lahore, Pakistan

	

	ICS

	Intermediate in Computer Sciences From Lahore Board

	

	S.S.C. (Science)

	Secondary School Certificate from Lahore Board

	

	IT Basic Diploma
	Next Step College
	


Technical / Computer skills
·    Hands on experience of Microsoft Office package (Word, Excel & PowerPoint) and Microsoft Windows.
Brief Bio-Data
Date of birth: 

20 April 1988
 

Father Name:

Rasheed Ahmed
Marital Status:

Single 



Religion: 

Islam
Languages:

English, Urdu and Punjabi 

Nationality:

Pakistan
Gender:


Female




Interests:

Islamic books reading; Movies, Visit the different countries
Visa Status:

Visit Visa
 (24 October 2016)
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