Career profile 
Creative, skilled eexperienced and reliable customer service officer with extensive experience providing assistance in a busy call center setting. Strong dedication to helping customers resolve issues and cultivating a positive image of the company. Excel in both team environments and alone. Proven ability to listen attentively, solve problems quickly and efficiently, and create high-quality professional relationships with callers. Fully committed to following company procedures and winning loyal customers.
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	INSTITUTE OF BUSINESS AND TECHNOLOGY
	Master of Business Administration in HR 2019

	
	Relevant Courses:
· Master's degree in English-Linguistics, English Department,
· MS Office 
· Keyboarding and Document Formatting

· Communication Skills for Executive Assistants 

	
	· Microsoft Office Specialist  2007


	Key Skills
	Office Skills:
	HR,Office Management

Records Management 

Admin Recording

	Spreadsheets/Reports
Event Management

Calendaring

	Front-Desk Reception
Executive Support

Recruitment, Selection


	
	Computer Skills:
	MS Word

MS Excel
	
	


	Experience nEWS-VIS
	
	Customer Service Officer

March 2015 – Present

	
	· Responsible for handling a wide range of incoming calls and face to face meetings with customers. Also in charge of resolving all interactions positively and to the customers complete satisfaction. ( Responding appropriately to customer questions and comments. ( Screening calls, and handling 'wafflers’ and ‘insistent’ callers. ( Identify gaps in a customer’s records & then collecting information to fill them in the gaps. ( Assisting customers in making a decision about a product or service to buy. ( Maintain and updating customer databases. ( Keeping accurate records of discussions or correspondence with customers. ( Processing new client accounts, maintaining customer accounts, implementing changes to existing accounts, and filing documents and other paperwork. ( Undertaking general administrative duties like filing, photocopying and opening mail.

	
	· Freelance Web Content Writer, 2011-present
· Write high-quality content articles in various topics such as local politics, ancient cultures, social media, environmental issues, youth, labor issues, and general society

· Edit and rewrite articles assigned from time to time

· Able to source for clients

· Perform extensive web research to collect pertinent data and gather images related to the assigned article

· Search for websites and coordinate with site owners for guest posting opportunities


SAJID HAMEED


1849/A Muhammabd Gulbahar # 2 Karchi


Mobile: 0092344-2431612 


Sajid.shahzda@gmail.com











