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              SOHAIL MUSHTAQ

	
Dubai, UAE
MOB: 052 661 5009
Email: suhailmalikbzu@gmail.com

	
PROFESSIONAL SYNOPSIS:

·  3 months experience in BPO industry
•      3 Months Internship for MBA in Textile Industry. 
· Good knowledge in MS Office & Outlook. 
CAREER SKILLS:

· Ability to manage multi-tasks.
· Ability to build rapport and trust quickly with work colleagues.
· Excellent communication skills, both written and verbal.


IT SKILLS:

Operating Systems: Windows Server 2003/2008, Windows XP, VISTA, 7, 8,10, Mac


EXPERIENCE:

ERRAND SERVICES

Designation- 
Assistant Accountant, Assistant Sale, Cashier (July 2021-Sep 2021).

•	Responsible for managing incoming calls and customer service inquiries for a US based Automobile industry.

•	Handle customer complaints, provide appropriate solutions and alternatives within the time limits; follow up to ensure resolution. Keep records of customer interactions, process customer accounts and file documents

· Assist Accounts Receivable for Following up with customers for the outstanding payments and recovering the debts.

· Petty Cash Handling.


· Vender Invoices receiving, verifying prices with purchase orders & hand over to Accounts payable.


	











EDUCATIONAL CREDENTIAL:
	Course
	Institution
	Year
	Percentage/ CGPA

	MBA
	Institute Of Management Sciences
Bahauddin Zakariya University Multan, Punjab, Pakistan
	2021
	60

	BS PUBLIC FINANCE
	Bahauddin Zakariya University Multan, Punjab, Pakistan
	2018
	60


PERSONAL DETAILS:
Name                         :     Sohail Mushtaq
Father Name              :           Malik Mushtaq Ahmad
Date of Birth              :           15/02/1996
Visa Status                  :            UAE Visit
Gender                        :            Male
Nationality                  :            Pakistan
Marital Status             :             Single
Linguistic Abilities     :           English & Hindi.
**References will be provided upon request.
DECLARATION
I hereby declare that the information furnished above are true and correct to the best of my knowledge and belief.
Sohail Mushtaq
image1.jpeg
<3




