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Muhammad Naeem 

Address:

P/O Hazari Mouza Choken Janpur, Tehsil 18 Hazari 

District Jhang Punjab, Pakistan

Cell:


+92 302 7315725 

Email:


Muhammadnaeemughal25@gmail.com

CAREER OBJECTIVE

Looking for a challenging position in the management where my knowledge, skill and experience can positively impact the organization’s productivity and growth.

PROFESSIONAL SYNOPSIS

I am smart working, self-motivated, energetic and result-driven person with keenness to learn all the time. My previous work experiences in Sale Representative , Sale Executive & Administration that have taught me good communication and problem solving skills with the primary focus on exceeding customer expectations whilst ensuring optimum brand impact. I work well under pressure and enjoy working in team with diverse group of people.
CAREER SUMMARY

I & S EVENTS ORGANIZERS IMPORT-EXPORT-STOCKIEST
Sales Representative

15 May 2017 to 28 MAY 2019

organising sales visits.

demonstrating and presenting products.

establishing new business.

maintaining accurate records.

attending trade exhibitions, conferences and meetings.

reviewing sales performance.

negotiating contracts and packages.

aiming to achieve monthly or annual targets

9505043175-MN MUGHAL TRADING AND GENERAL DEALER (PTY) LTD MOKOPANE, LIMPOPO SOUTH AFRICA
Sales Executive
01 January 2015 to 20 December 2016
Generating leads.

Meeting or exceeding sales goals.

Negotiating all contracts with prospective clients.

Helping determine pricing schedules for quotes, promotions, and negotiations.

Preparing weekly and monthly reports.

Giving sales presentations to a range of prospective clients.

Coordinating sales efforts with marketing programs.

Understanding and promoting company programs.

Obtaining deposits and balance of payment from clients.

Preparing and submitting sales contracts for orders.

Visiting clients and potential clients to evaluate needs or promote products and services.

Maintaining client records.

Answering client questions about credit terms, products, prices and availability.

NESPAK-CSMS JOINT VENTURE CONSULTANTS, ON GAMBELLA ALWERO RICE PROJECT (GARP) ADDIS ABABA, ETHIOPIA

Word Processing Operator,

February 2010 to 08 November 2010

Lettering to Client, Preparation of Reports, Reporting to top Management

Co-ordination with Admin. Dept. for distribution of company letters etc. 

Maintain the daily & monthly record for cars, fuel, drinking water, LPG gas etc.

Close cooperation with Personnel and Transportation Departments, performances of other task, as determined by the Site Managements.

Handling Fax Machine, Photo Copy Machine & Scanning

NESPAK, MMP, ACE JOINT VENTURE LOWER BARI DOAB CANAL IMPROVEMENT PROJECT

Word Processing Operator,
06 January 2009 to 10 January 2010
Lettering to Client, Preparation of Reports, 

Reporting to top Management, Co-ordination with Admin, Dept. for distribution of company letters etc. 

Maintenance of inventory Items, Filing, Mail & Dispatch.

EDUCATION & QUALIFICATIONS

	B.A 
	Government Collage University Faisalabad 2019

	Intermediate
	Board of Intermediate & Secondary Education Faisalabad, 2007

	Matriculation in Science
	8 subjects including English and Mathematics

Board of Intermediate & Secondary Education Faisalabad, 2005


PROFESSIONAL DEVELOPMENT

	One Year Diploma in Computer Application & Data base Management System, Punjab Training Council Lahore.

	One Year Course Shorthand & Typing in Punjab Commercial Collage Lahore.


KEY I.T. SKILLS

	Internet ,Mailing, Installation Win XP,7,8
	Assembling, and upgrading computer parts

	(Word, Excel and PowerPoint 2016)
	Software Installation 

	Typing speed of 35 – 40 wpm
	Troubleshooting hardware problems


PERSONAL DETAILS

	Date of Birth
	20 July, 1988

	Passport
	BL 9950443 (Expiry Date 22 August 2024)

	Language 
	English, Urdu, Tsonga, Punjabi 

	Driving License 
	South African Transport Authority, Limpopo South Africa

LTV License 


MEDICAL STATUS 

	Date 
	Medical Centre 
	Medical Statua
	Country

	01-10-2020
	Gulf Medical Centre Rawalpindi 
	Fit 
	Saudi Arabia & All GCC Countries  


REFERENCES ARE AVAILABLE ON REQUEST
1

