 OBJECTIVECurriculum Vitae

 A full time challenging position in a competitive & well known organization where my education and skills in the practical field have profound impact resulting in the growth and productivity of the organization and myself. To engage in a reputable work and the part of a credible and respected institution that can utilize my knowledge and capabilities. While providing growth, personal development and stability that will add to my professionalism and skills as individual including the acquisition of self-confidence to devote my ability in service.
MUHAMMAD ADEEL ZEB
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Date of Birth
05th October, 1985

Nationality
Pakistani


Contact
   muhammadadeelzeb487@gmail.com
Cell: +971551704708

          Languages
English and Urdu: Fluent
Pashto: I can speak very well
Hindko:It’s my mother  language

Education
 B.A (Arts) in Law
 (2011)
D.A.E (Mechanical)
Technical Board Peshawar
 	     (2005)
SSC (Science)
Abbottabad Board
(2002)




















    SKILLS AND COMPENTENCIES
· Excellent English communication skills – oral & written.
· Proficient in computer application and internet-Microsoft Office(Word, Excel, Power point)
· High demonstrated ability in customer/technical support services.
· Having strong organizational, interpersonal and multi-tasking skills.
· Willing to handle new task & adapt quickly to technical challenges & changing demands in business environment.
· Faster learner, Good analytical, problem solving skills & can work independently.
· Team player

   WORKING EXPERIENCE:

     WORKING AS PRO IN AL MADRA RESTAURANT
• Verifying how many hours employees have worked
• Recording payroll data in the company’s software system
• Calculating overtime, salary increases and shift payments
• Processing holiday, sick and maternity pay
• Issuing P45s and other necessary tax forms
• Answering employee questions and complaints about payroll
• Maintaining compliant policies and procedures
• Deducting tax and national insurance payments Collect and give regular updates on all work and migration standards from the government offices to keep the HR office well informed for any changes in procedures and rules.
- Submit, follow-up and gather all new work and business visas to guarantee that the visas are handled and processed on time.
- Renew, update and keep up all workers and their dependents’ visas and work contracts on time to guarantee that organization’s records are up to date in the labor and Immigration Departments. Send notification to employees on required documents before their visa expires.
- Makes sure all business and trade Licenses are updated, follow-up official approvals and permits, to prevent unnecessary violations.
- Accurately prepare and process required legal documents like rent contract attestation in government agencies such as Ministry of Economic, Ministry of Finance, Customs, Court, Chamber of Commerce, Traffic Department and Municipality.
- When the need arises, represent the company at different offices like Airport Embassies, Police Station, Ministries/Municipalities and other government Departments.
- Deal promptly and productively on general enquiries about PRO functions
- Assist the office in determining any issues identified with organization vehicle registration and renewals
- Acquire visas from different Embassies in UAE for staff members for business related travels
- Knowledgeable enough on the process of getting residency permits etc.

WORKED AS CASHIER/CUSTOMER SERVICES AT SNGPL REGIONAL OFFICE,  ABBOTTABAD

· Processing sales transactions and taking payments
· Calculating the cost of products or services
· Calculating and returning change for cash transactions
· Maintaining adequate change denominations and requesting additional change
· Answering customer questions about products or services and providing recommendations based on customer needs
· Cross-selling and upselling products
· Reconciling cash drawers and sales receipts
· Reporting issues with equipment
· Working with the team to meet store sales goals
· Responding to and resolving customer complaints and concerns
· Processing layaways, returns and exchanges
· Maintaining clean and tidy checkout and merchandise areas
· Assisting in stocking and rotating merchandise
· Scanning and bagging items accurately and efficiently
· Staying up to date on merchandise promotions, advertisements and product information
· 
EMIRATES FLIGHT CATERING:-
· Worked as a Customers Service Representative in EKFC Dubai from Feb 2017 to DEC 2018.
· Meal Process- Cooked Meals assembled and packed Meals for storage in either deep frozen trays, also checking of food quality before delivering food.

INVENTORY CONTROLLER AUTO-MOBIL-OIL Abbottabad City, Pakistan
· Maintained store facilities to ensure smooth functioning – Made arrangement & placed orders for new stock &supplies necessary.
· Responsible upkeep of various appropriate records of materials.
· Received the delivers of new equipment & ensured that all the supplies were in proper order – Stored the supplies & items received in their designated place to avoid time waste searching for items & general confusion.
· Issued supplies as per demand of the clients & maintained records of payment.
· Monitored the functioning of store equipment.
COMPUTER SKILLS:
· Hands on Complete Ms-office - Ms word Ms excel Ms power point
· Administration Software  
         References
            Will be provided upon request.
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