
MUHAMMAD FAISAL

Objective 
To seek better working environment and to escalate ladder of career

PERSONAL INFORMATION

· Father’s Name
:

Abdul Jabbar
· Date of Birth
:

9th October, 1977
· N.I.C. #

:

42201-6387870-7
· Religion

:

Islam
· Nationality

:

Pakistani
· Marital Status
:

Married

EDUCATION
· Passed B.A. Examination from “University of Karachi” - Karachi

· Passed Intermediate Examination from “Saint Patrick’s College” – Karachi
· Passed Matriculation Examination from “National Tiny Tots School” - Karachi

KNOWLEDGE, SKILL AND ABILITY
· Good Knowledge of Microsoft Word, Excel, Power Point, Outlook Express, Microsoft Outlook, Internet, searching browsing.
· Capable of effectively organize and prioritize work.

· Enable to concentrate on multiple tasks simultaneously.

· Ability to work independently

· Ability to maintain strict confidentiality 

· Typing Speed: 50 W.P.M.
PROFESSIONAL EXPEREINCE

· Working with a Textile Indenting Firm as a “Sales Coordinator” for 8 years.

FRAME OF RESPONSIBILITIES
· Maintain and distribute a variety of records, list and files including confidential matters.
· Typing of items including forms, letters, faxes, reports, spread sheets, memorandum, special projects, quotations and others.

· Greet visitors, answer telephone, respond to questions/queries and provide information.

· Compile information and prepare reports for assigned tasks, compose correspondence and forms independently or form verbal directions as required.

· May take and transcribe dictation of correspondence, reports bulletins and memorandum as required.

· Attend meetings and take minutes as required, prepare meeting agenda and assure inclusion of appropriate materials.

· Perform related duties and responsibilities as required.

· Independently Spare Parts Sales for Capital Machineries and other machineries.

· Independently handling with customers for Sales and After Sales Service.

· Independently Handling Incoming and outing mails.

Capable of arranging booking/reservations for local and international flights and hotel staying.
· Follow-up Sales Matter
· Handling recovery for various parties.
· Handling Banking Works, like preparing cheques, incoming – outgoing 

payments and other works.

Faran Arcade


Plot # J.M.865, Block “D”, 


Flat # D-5, 5th Floor, 


Clayton Road, Off: Jamsheed Road,


Karachi-74800, Pakistan





Mobile:  0092-300-2363225


Email :  wah_libra@hotmail.com


          faraz_485@yahoo.com 


          greatnecessary258@gmail.com
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