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	Career Objective:
Experienced and self-motivated office assistant bringing valuable experience and a passion for management. Result oriented with a proven track record of working collaboratively with team members to achieve goals.
I am an Organized person and looking for an opportunity to serve in Canada. I wish to boost customer satisfaction with the product while meeting business goals.
Education
[Intermediate] (2 year program) 2014
(board of intermediate and secondary education) {Lahore Punjab}

[Intermediate] (2 year program) 2015
(board of intermediate and secondary education) {Lahore Punjab}
Work Experience
Infinity Warriors (As Virtual Assistant) (2023 Continue )
· Grew sales revenue every month.
· Developed and signed 10 new key clients by researching previously undiscovered corners of our industry.
· Redevelop brand voice and sales representative script for efficient and personalized customer care.
· I changed the way we talk about our product.

· Handling all the social media accounts of the company and marketing our products in different platforms.
· Posting all the ads of our various products.
· Working on product ranking by using different keywords and SEO software.

Bittu Car Decoration (New Car Accessories and Lot Manager) (2022 to 2023 )

· Answered questions and provided information about accessories that customer would want to add to vehicle.
· Responded to customer request efficiently and with knowledgeable assistance.
· Determined customer need by asking relevant questions and listening actively to responses.
· Ordered, Scheduled, and installed new car accessories for new car purchases. Kept customer informed in all parts of process.
· Created and closed invoices and purchase order to outside companies for outside work.
· Managed 2 employees which kept facilities clean, neat and organizes at all times to give areas professional and fresh appeal.
· Collaborated with service Director to have all vehicles ready for lot within 2 days of vehicle arrival.
· Assisted sales and service staff with moving automobiles to keep operations running smoothly.
· Picked up and delivered customers using dealership vehicles.

Regal Estate  (Real Estate Agent) (2021 to 2022)
· Prepare necessary paperwork (contracts, leases, deeds, closing statements etc.)
· Intermediate negotiation processes, consult clients on market conditions, prices, mortgages, legal requirements and related matters, ensuring a fair and honest dealing.
· Provide guidance and assist sellers and buyers in marketing and purchasing property for the right price under the best terms.
· Determine clients’ needs and financials abilities to propose solutions that suit them
· Maintain and update listings of available properties.
· Maintained daily office expense and records in excel.
· Handle social media accounts of the agency.
· Discuss and satisfy the investors in buying new societies and share all the market strategies to invest in real state.

Synarome Manufacturing Pvt. Ltd  (Stock Controller) (2020 to 2021)

· Forecasting Supply and demand to prevent overstocking and running out of stock (OOS)
· Submitting purchase details (vendor information, Invoices and Pricing) to internal database software.
· Placing order and delivery details in software.
· Handle the orders and dispatch workers.

Graphics (Office assistant Graphics) (2018 to 2019)

· Assisted the Graphic designer in designing and developing computer graphics.
· Created graphic packages by utilizing packaging templates.
· Planned, designed, and developed graphics based on customer Requirements.
· Update and manage all the deliveries.
· Assisted in the production and color ways of the new products.
· Coordinated with other departments for smooth functioning.

Graphics (Network Field Technition) (2014 to 2015)

· Installed and configured new networks and hardware equipment.
· Installed hardware and software, helping maintain network operations, and ensuring that inquiries and problems concerning networks, computers, peripherals, and services are expeditiously resolved.
· Advised customers of standards and policies in reference to equipment and their proper usage.
· Installed servers, network lines, network configuration, WiFi optimization desktop.
· Assisted customers with technology purchases, assess needs, and make recommendations.
References
[Available upon request.]
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