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JUNAID IQBAL
Address: H No. 138, Gali 85, Sector G-9/4, Islamabad
Contacts: 0331-5125916
Email: ijunaid760@gmail.com

 (
OBJECTIVE
)


Applied for Trainee to acquire a challenging position in dynamic and ever growing organization where its people believe in common vision, team work and respect for each other. As the part of the team where my qualification and skill can utilize for the betterment for the organization as well as for my country. 
 (
PERSONAL INFORMATION 
)


· Father’s Name		:	Muhammad Iqbal
· Date of Birth		:	11-07-1990
· CNIC 			:	61101-760926-9
· Gender 		:	Male
· Religion		:	Islam
· Nationality		:	Pakistani

 (
ACADEMIC QUALIFICATION 
)

S.S.C 		2008		FBISE Islamabad (I.M.C.B. H-8/4)
 (
PROFESSIONAL SKILLS 
)


· Management experince with focus in admin, management and marketing 
· Deal directly with dustomers either by telephone electronically ofr face to face 
· Respond promptly to customer inquieres
·  Handle and resolve customer complaints 
· Manage customer accounts 
· Keep record of customer interacctions and transactions 
· Ability of type 
· Communication clearly and effectively with participants  Product knowledge 







	 
 (
EXPERIENCE    
)

· Worked as a Key Punch Operator (KPO) ( for a period of 2 years)  in M/s New Arabian Express (Pvt) Ltd Islamabad

· Worked as a Steel Foreman in Al-Saif (Dubai) for a period of 1 year. 

· Performed Duties as Admin Officer in Royal Group of Travels & Tours from 2016 to till dates.
Duties:
· Reconciliation of invoices with Hotel vouchers (Services Provided in KSA).
· Ensuring Recover According to Umrah Package Plan. 
· Coordination with Branches regarding Discrepancies found during Reconciliation.
· Refund handling
· Set-up and maintain supplier accounts, supplier Reconciliation statements, deal with supplier account queries via telephone, Email and fax and resolve queries promptly.
· Follow Recoveries in Market.  
 (
COMPUTER SKILLS
)


· Basic Computer skills in MS Office, Excel, Power Point & Internet etc.
· Sabre Red (Ticketing Software) 
· Catalyst (Accounts Software)
 (
LANGUAGES
  
)


· Urdu 
· English 
· Punjabi 
 (
REFERENCE 
)


· Will be furnished on demand   	
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