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	NADIRA 
Email : nadira.155399@2freemail.com 



CAREER OBJECTIVE:

Seek a challenging career with tremendous growth and development potential in a professionally managed company. To take up challenging assignment & to work sincerely for the attainment of the organization objectives where I can utilize my knowledge, experience & skills.

SKILLS: 

· Experienced in Office Administration 
· Excellent communication capacity

· Proficient in MS Office 
· Proficient in JOOMLA & WORDPRESS
· Search Engine Optimization
· Knowledge of Photoshop
· Pleasing mannered with a strong sense of responsibility

· Can adapt to new practices and a team player
WORK EXPERIENCE:
	Musandam Tourism LLC , Dubai (www.musandamadventures.com)– 10 Septmeber 2011 Till Date




Senoir Sales Executive – Inbound

Company Profile:

Musandam Tourism LLC is an inbound tourism company established in 2007. They have their own infrastructure handling inbound tourism. The Company is specialized in DMC services in Dubai Emirates & Oman. They offer different packages for Groups & FIT including Transfer, Borders assistances, room reservation, cruises, mountain Safari, Camping and Diving. They have three Double Decker Traditional Dhows in Dibba with a capacity of 60-70 people on board each dhow. Also they own different models of latest Luxury Buses and Cars.
Purpose of the Job: 
· Handling Corporate & walk in clients  

· Hotel reservations.

· Handling and arranging various tours.

· Self correspondence 

· Generating sales
Working Contacts:

Maintaining sales with corporates & trade partners. Reporting to General Manager. Updation of company website & social networking.
	The Roots International Inc.,Dubai – June 08, 2011 to July 21, 2011




Office Manager - reporting to General Manager.
Company Profile:

The Roots Int. is a Canada based Relocation Company; they have a dedicated IT department and an E-Learning Department.
Purpose of the Job:

Deals with internal and external clients at all levels via telephone and emails, to ensure successful communication via listening actively. Resolving in-depth queries in a methodical manner, independently and with internal and external business partners to find appropriate resolutions with efficiency and high level of quality.

Aford Infocom, New Delhi, India (www.afordinfo.com) – March 05, 2009 to March 31, 2011
‘Project Manager’ reporting to the Manager
Company Profile:
Aford Infocom is a complete web solution and E–Commerce Company. They have been in the business for over a decade with strong and impeccable reputation. 
Purpose of the Job: 
To complete and deliver different projects on time. Attend clienteles including corporate houses, walk-in clients, telephone and e mail enquiries and take care of all to their satisfaction.
Working Contacts:

Maintaining contacts with clients all over the country and creating a database of the same.
Additional Information:

· Keeping In strictest confidence/secrecy all documents/information pertaining to the company.

· Handling workload pressure smoothly and efficiently. Keen interest and propensity to learn various activities and functions. Able to work independently with initiative and minimum supervision and guidance.
EDUCATIONAL QUALIFICATION:
· Graduate from Delhi University (B.com)
ADDITIONAL QUALIFICATION:
· Two Years Diploma in Software engineering (GNIIT) from NIIT, New Delhi, India.
PERSONAL DETAILS
· Nationality

:   
Indian 
· DOB                     :        10 June 1977
· Sex                       :        Female
· Marital status
:  
Married


· Languages

:   
English , Hindi, Urdu
· Interests

:   
Internet Surfing, Reading
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