
ADDRESS:

Dubai,UnitedArabEmirates

CONTACT:

+971523021718

Email:
wahidaliali96@gmail.com

Visastatus:VisitVisa

Professionalsummary:

Highlymotivated,havingmasterofbusinessadministrationandfinancewithastrongdriveto

overcomekeyonthejobchallenges.Possessesexcellentformulateskillsalongwithgood

internationalexposuretothecallcenterindustry.SeekingfulfillingrolesinRealEstate

Valuation,SalesorLeasing,AdminorAccountsthatwillaidinshapingpersonalpotential.

Strengths&Skills:

 Interpersonalskills

 Adaptability

 Timemanagement

 MSWord

 Willingnesstolearn

 Trainingthestaff

 ManagingDiscipline

 MSExcel

 Punctual

 Professionalintegrity

 Pleasantpersonality

 Team player

WorkExperience:

SaharaforLifeTrust,Narowal,Pakistan 20/12/2020to

21/12/2021

ADMINCUM ACCOUNTSEXECUTIVE:

 Postingjournalentries

 Makingofinvoices

 Updatingfinancialstatements

 Maintainingaccountsreceivable

 Maintaintheaccountspayable

 Asistothefinancemanager

 Preparingofdailyreports

 Maintainthestocksheets

 Prepareoffinancialstatements

 Extrataskgivenbytopmanagement

 Administrativetasks&RecordKeeping.

 Carriedoutotherrelatedtasksasrequired.

 Supervisetheresponsibilitiesofworkers

 Flexibilitytorespondtoarangeofdifferentworksituation.

 Preparationofdifferentreportsasperrequirementofmanagement.

 Providinggeneralofficeadministrativesupport,suchasansweringexternalphonecalls
AXISRecruitmentAgency(UKbasedcallcenter)LahorePakistan. 06/06/2016to15/07/2017

VDX(CALLAGENT):

 Takecustomercallsandprovideaccurate,satisfactoryanswerstotheirqueriesandconcerns.

 Callclientsandcustomerstoinform them aboutthecompany’snewproducts,servicesandpolicies.

WahidKhalid



 Reviewcustomerorclientaccounts,providingupdatesandinformationaboutbilling,

shipping,warrantiesandotheraccountitems.

 Highlevelofpersonalpresentationandhygiene.

 Collaboratewithothercallcenterprofessionalstoimprovecustomerservice.

 Managementandresolvecustomercomplaints.

 Identifyandescalateissuestothesupervisor.

 Researchrequiredinformationusingavailableresources.

 Documentallcallsinformationaccordingtostandardoperatingprocedures.

 Followupcustomercallswherenecessary.

 Completecalllogsandreports.

 Otherdutiesasassigned.

 AbilitytohandleStressfulsituationsappropriately.

Education:

 MASTEROFBUSINESSADMINSTRATION(MBA)

UniversityofNarowal,Pakistan.2017-2021

Languages:

 English

 Urdu

 Punjabi

 Hindi

Reference:

Referenceavailableuponrequest.

 BACHELOROFCOMMERCE&ACCOUNTANCY(B.COM)

UniversityofPunjab,Lahore,Pakistan2014-2016

 INTERMEDIATEINCOMMERCE&ACCOUNTANCY(I.COM)

Boardofintermediate&SecondaryEducation,Gujranwala,Pakistan

2012-2014


