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Contact: -
050 - 8040 345

E-mail:-  
xulfi1@gmail.com 

 Address: -
Dubai-UAE
           
To fly in the plane of ambition and land in the airport of success, the hope, the struggle and the hard work towards a goal is part of the rewards in my life. Though achieving goal itself is not the whole rewards of mine, yet I want to go ahead myself in a fast track career in challenging and dynamic environment.


· Seasoned in, ADMINISTRATION, OPERATION and BUSINESS DEVELOPMENT with around 9 years experience.

· Highly skilled in leading team & managing distribution affairs.

· Highly versed in implementing marketing strategies to enhance business.

· Can design and develop applications based on product features.

· Excellent job related competencies e.g. selling skills, interpersonal skills, multitasking ability, and a team player.

· Eager to work in an innovative & challenging environment

· A habit to accomplish assigned objectives 

· Highly skilled in leading team & managing affairs.

· Planning, Supervising and coordinating with managers for complete work task.
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UAE Exchange Centre LLC. (nmc Group)UAE
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Officer  Branch Operation(Aug, 2009 to till date)
· Maintain the record and follow up the staff needs requirement
· Funding:, Cash Transfers: Customer Registration Corporate Business Handling, Compliance, Security Aspects & Internal Control Customer Care

· Perform all such duties as assigned by the branch head and asst branch head from time to time.
· Handling and response of all the enquiries
· Updating the Daily Checklist for Branch Accountants’ in BOS in order to ensure the smooth functioning of the daily accounting activities at the branch.

· Designing creative marketing plan based on our target market. 

· Prepare the work plan for communication/promotional material, prepare the job schedule to ensure continuity of operation.

Aabharan Jewellery LLC. (nmc Group)UAE
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Officer Administration & Operation (Aug, 2007 – Jul, 2009)

· Providing all type of administrative support, like... Documentation, 

· Visa process, Stationary requirements, Uniform and all necessities 
· Managing the transportation system for the staff
· Setup the Financial services in the market
· Responsible for training & behavior control & societal activities.

· Directly report to the Management & coordinate with all staff.
· Handling all kind of enquiries
· Make and record appointments.

Al-Khan Mobile Phones Tr. LLC ( UAE )    
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Business Development Executive (Jan, 2005 - Jun, 2007)
· Coordinating between sales & marketing team

· Advertisements of the products.

· Managing the receipt & delivery of the products.

· Maintaining the record of all the administrative & business development works.

· Dealing & meeting with suppliers and clients.

· Carry out the demands and fulfill the requirement of the branches.

· Providing I-T support (H-O & Branches).

United Bank Limited (Pakistan)
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Customer Relation Officer (March, 2002- Dec, 2004)

· Provide fast and friendly service to customers at one point.
· Cheque and Demand Draft Clearance and update in the system. 
· Maintain customer’s accounts, investigate complaints and queries. 

· Answer customer’s calls and assist them
· Preparing all correspondence and follow up the calls

· Handling officials Emails & replying as per approval of management




	Degree
	University
	Year
	Grade

	B.A
	Baluchistan University
	2010
	   1st

	Diploma of Computer Hardware
	Pakistan Academy of Education
	2002
	    A

	Diploma of Information Technology
	New Age Group of Computer Institutions
	2001
	    A


      .

· Computer Fundamentals & OS. (DOS, Linux, Windows 98,2000,XP)

· Introduction to Programming.

· Software Packages. (Win Word, MS-Excel, Power Point)

· Data Base management System. (MS-Access)

· Trouble Shouting.

· Hardware Installation.

· Software Installation.

· Computer Assembling.

· LAN, WAN, VPN, Printers & Fax Services & Repairing.

                     

· D O B


02 Feb, 1983

· Nationality                     
Pakistan

· Marital status                
Single
· Gender


Male

· Visa Status

Employment


· English

· Arabic

· Urdu

· Punjabi

· Saraikee

· Pashto

(Read, Write & Speak)

      .

Valid UAE Driving License (From Aug, 2006 to Aug, 2016)
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