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FLAT# 21, BUILDING # 51, ROAD/1. BLOCK 604, Al Hamriyah, SITRA. Bahrain
Mobile# 33600718
E-mail: Khalid.shabbir0411@gmail.com

KHALID SHABBIR

OBJECTIVE

· To secure a challenging position in a reputable organization to expand my learnings, knowledge, and skills.

· Secure a responsible career opportunity to fully utilize my training and skills, while making a significant contribution to the success of the company.

professional experience 
               February 2020 till Now 
         A2Z Office Solution Business Center Sitra Mall, Bahrain
                        Office Assistant 
Job Description

· Answer phone calls and redirect them when necessary

· Manage the daily/weekly/monthly agenda and arrange new meetings and appointments

· Prepare and disseminate correspondence, memos and forms

· File and update contact information of employees, customers, suppliers and external partners

· Support and facilitate the completion of regular reports

· Develop and maintain a filing system

· Check frequently the levels of office supplies and place appropriate orders

· Make travel arrangements

· Document expenses and hand in reports

· Undertake occasional receptionist duties
· Organize and maintain files and databases in a confidential manner
· Receive deliveries; sort and distribute incoming mail
           1 year
Kabsa Al Hasawiya Restaurant Bahrain
                           Manager 
Job Description

· Deliver superior service and maximize customer satisfaction.
· Respond efficiently and accurately to customer complaints.
· Respond efficiently and accurately to customer complaints

· Appraise staff performance and provide feedback to improve productivity

· Estimate future needs for goods, kitchen utensils and cleaning products.

· Ensure compliance with sanitation and safety regulations

· Manage restaurant’s good image and suggest ways to improve it.

· Control operational costs and identify measures to cut waste

· Create detailed reports on weekly, monthly and annual revenues and expenses.
· Train new and current employees on proper customer service practices.
                1 Year
   Pakistan Telecommunication Company Limited (PTCL) 
                          Field Engineer 
       Job Description

· Responsibilities Includes:
· Set up hardware and install and configure software and drivers.

· Maintain and repair technological equipment (e.g. routers) or peripheral devices.
· Install well-functioning LAN/WAN and other networks and manage components.
· Manage security options and software in computers and networks to maintain privacy and protection from attacks.
· Perform regular upgrades to ensure systems remain updated.
· Troubleshoot system failures or bugs and provide solutions to restore functionality.
· Keep records of repairs and fixes for future reference.
· Offer timely technical support and teach users how to utilize computers correctly.
            2 Years
        Broadway Pizza Restaurant
     IT Assistant 
    Job Description

· Responsibilities Includes:
· Set up hardware and install and configure software and drivers.

· Maintain and repair technological equipment (e.g. routers) or peripheral devices.
· Install well-functioning LAN/WAN and other networks and manage components.
· Manage security options and software in computers and networks to maintain privacy and protection from attacks.
· Perform regular upgrades to ensure systems remain updated.
· Troubleshoot system failures or bugs and provide solutions to restore functionality.
· Keep records of repairs and fixes for future reference.
· Offer timely technical support and teach users how to utilize computers correctly.
   1 Year
      Telenor Telecom Pakistan
Data Entry Operator

      
Job Description                                               
· Prepares source data for entry by opening and sorting mail; verifying and logging receipt of data; obtaining missing data. 

· Maintaining regular CSR Check-list.
· Storage of subscriber’s data.
· Records data by operating data entry equipment; coding information; resolving processing problems.

· Perusing soft data by constant follow-up towards related customers.
· Protects organization's value by keeping information confidential.

       3 Years
          WATEEN TELECOM (PVT) LTD (Franchise)
                     Customer Service Officer.


          Job Description

· Entertain customers by Guide them through routine problems. 

· Maintaining regular CSR Check-list.
· Storage of subscribers’ data.
· Information upon areas under service coverage.
· Perusing soft data by constant follow-up towards related.
        2 Years
   Bari Textile Industrie
                                                    

       Human Recourse Assistant 

                                               
Job Description

· Responsibilities Includes:

· Maintain Employee’s Personal Files and Make Resume Relevant Records.

· To Prepare General Ledgers.

· To Prepare General Vouchers.

· To Prepare Salary & Wages and Over Time Disbursement Sheet of Employees.

· To Manage the Following Administrative Functions.

· Check and Verify Miscellaneous Bills, Fee / Payment Made to The Owner & Employees.
SKILLS:
Microsoft Office

2 MS Word

3 MS Excel

4 MS Power Point
Computer Skills (hardware)

1 Well Known about computer hardware

2 Installation of all software & Windows

3 Installation of Hardware & Its Drivers

4 Assembling & Troubleshooting
Languages Can Speak

1 English 
2 Arabic 
3 Urdu 
Typing Speed

   1   Minimum
35 words/min

2  Maximum 45 word/min
Academic EDUCATION
· DAE (DIPLOMA OF ASSOCIATE ENGINEER) (C.I.T) 




Year 2006.

Sindh Board of Technical Education. 







· Metric (Science)







Year 2002.

From Board of Secondary Education Karachi

PERSONAL DATA

Fathers Name 

:            Muhammad Shabbir
Date of Birth

:
4th, July, 1985
C. P. R


: 
850780250
Passport

: 
AX5130113
Nationality

:
Pakistani
Religion

:
Islam
FIELD OF INTEREST
· Human Resources Assistant 
· Office Assistant
· Information Technology 
· Customer Service Officer
· Sales and Marketing
· Assistant Accountant 
OTHER ACTIVITIES
· Traveling
· Sports
