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             Rija 
Objective: 
To be a part of a dynamic team in a forefront organization which provides employees with all opportunities to add value while providing full scope and support for professional, development and learning.

Profile:
A highly motivated, conscientious, loyal individual having excellent organization, communication skills and ability to work effectively with initiative under any kind of pressure.

Strengths:
· Strong analytical and learning skills to work with high level of responsibility.

· A good team player with strong work ethics and ability to work effectively in a multicultural environment.

· Ability to control, manage, change, flexible and receptive to new situations with a problem solving attitude.

· Proficiency in handling responsibility and task assigned with tight timetables and deadlines.

Academic Qualification:
· ‘O’ Level (Science)
· IATA-UFTAA Diploma from Sky Line College, Sharjah (2011)
Technical/Special Skills:
· Management Skills, Customer Service Skills, Self-Starter, Organized, Excellent Planning Skills, Team Leader, Team Player.

Computer Literacy:
· MS Windows, MS Office, Internet, Typing 
· Data entry on all windows type

· Having good knowledge on scanners and printers.

· Good typing speed & excellent knowledge on internet usage and other.

· Good knowledge on documentation handling etc...
Experiences:
I. Company Name
     Al Najmah Al Thahibiah Computer Maint, UAE

               Designation
     
     Secretary cum Receptionist/Telemarketer
               Duration             
     December, 2008 to March, 2010 

               Job Summary
· Answer telephone, screen and direct calls.

· Make outbound calls to provide awareness of quality product and monthly/yearly packages for Maintenance/IT/Services plans.

· Handle verbally and in writing through calls, mails or faxes; to meet person queries, feedbacks, pricing and transaction details, obtain personal information to process the confirmation of deal with the potential client/office management.

· Greet persons entering Organization then direct them to the correct destination.

· Schedule, maintain and arrange the appointment either manually or electronically to the prospective or office person.

· Ensures knowledge of staff movements in and out of organization

· Prepare and manage letter, appointments, sales report, stock report, quotation, calling sheet etc in the Computer Database.

· Implement and maintain office systems and procedure with fulfilling reception and secretarial duties.

· Liaison with internal and external contacts along with coordinates the flow of information both internally and externally.

· Responsible for General administrative and clerical support.

· Any other work assigned by the Manager.

II. Company Name
     Dubai Central Laboratory
               Designation
     
     Data entry operator
               Duration             
     April 2008 to October 2008
               Job Summary
· Organize & separate the documents at their particular places.

· Sample receiving of the worksheets.

· Feeding the Test Reports information in Test operations.

· Working in laboratory familiar with feeding all type of test reports using LIMS program.

· Typing daily correspondence to Consultants and Contractors.

· Dispatch the worksheets after checking calculation thorough to other section.

· Assisting Officer in Charge with report issuing by transferring to web.

III. Company Name
     Riaz Medical Center
               Designation
     
     Receptionist
               Duration             
     October 2007 to January 2008
         Job Summary
· Arrange appointment of the patients.
· Cash handling.
· Make invoices and sick leave certificates.
· Maintaining the telephonic calls.
· Keep Records in Register & PC of patient’s personal data, cash, complaint, inquiry, etc.
· Responsible of other departments to patrol surround.
· Any other work assigned by the Manager.

IV. Company Name
     Al Asmar Marbles Trdg.
               Designation
     
     Secretary Cum Receptionist
               Duration             
     February 2007 to September 2007

         Job Summary
· Making and answering the calls and faxes.
· Outdoor tasks .i.e. dealt with bank formalities.
· Feeding the information in computer based on routine work. 
· Responsible to maintain the relevant documents of account, bill of landing,etc.
· Any other work assigned by the Manager.
Languages skills:

· English
· Urdu
Personal details:
Gender




Female
Date of Birth




23-12-1988
Martial Status



Single

Visa Status




Residence Visa (Transferable ) 
Nationality




Pakistani
Religion




Islam
Salary  




Negotiable
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Availability




Immediate 
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