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CV No: 987258
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
Objectives 
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To gain employment with a company or institution that offers me a consistently positive atmosphere to learn and implement new technologies for the betterment of the organization or to use my educational skills in the best possible way for achieving the company’s goals.

Education
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COMSATS Institute of Information Technology, Islamabad (Pakistan)
2012| BBA (Hons) | Finance
Federal Board of Intermediate and Secondary Education, Islamabad (Pakistan)

2008| HSSC | Pre-Medical
Cambridge University, UK (Nepal)

2005| O-levels | General Science
Experience
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Data Entry Operator l 2013
Embassy l Abu Dhabi, U.A.E

Responsibilities
· To check, verify the entries done.

·  Responsible to complete the work in the specified deadline.

· To give the daily status of work or entries which are done throughout the working hours.

· To make good client relationships and manage the full documentation of the work which is done.

· Responsible for requesting additional information for documents which are not completed.

· Entering information and files into specified files or forms from the recorded material or hand written pages.
· To keep the records of different tasks, files and manage proofread reports.

· Answer telephone calls and provide requested information regarding policies and procedures.

· Issuing Out passes.


Front desk Executive l 2012
TRIANON HOTEL l Abu Dhabi, U.A.E

Responsibilities

· Ensure that policies and procedures are complied with the highest standard of service and guest satisfaction.
· Manage operation of the Front desk cash.
· Review room availability status, room blockage and special requests on a daily basis through working closely with Reservations Manager and liaise on all groups.
· Monitor open and close on day status to maximize room revenue and demonstrate the concept of yield management.
· Ensure that budget and cost effectiveness at the Front Desk are achieved.
· Work with Housekeeping and Engineering on daily operations regards to guestroom status.

· Handle guest complaints and review compliments.

· Review Front Desk Logbook daily to monitor all activities.

· Receive calls, make reservations and bookings.

· Night Auditing.

· Data Entry CID.

Internee| 2011
 

MARRIOTT | Islamabad, Pakistan 
 

  Responsibilities  

· Worked in the Finance Department of Islamabad Marriott Hotel, and gained experience in following  sections:- 

· Cost control

· Payables

· Income Audit. 

                    Customer Service Representative | 2010
                    REFLECDEA | 784-B St-16, I-8/2 Islamabad 44000
   Responsibilities  
· Support and provide superior service via phones and e-mails.
· Effectively deal with job stress, angry callers, and upset customers.
· Recognizing and managing assertive customer calls.
· Promote teamwork and call center success.

Projects
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Worked on University Based Seminars and Management Projects.

· Seminar on Marketing Research (Gateway to Opportunities).

· Charity FUN Fair 2010.
· Pak-China business forum 2012.
Skills
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This explains the Skills that I keep in both computer and in General Field.
· Computer Skills:
· MS Office(MS-Word, MS-Excel, Power Point, Outlook)

· Setup Networks( LAN, WLAN,VPN) 

· Operating System troubleshooting( Win 7, Win vista, Win Xp, Win 2000)
· Computer Card level Hardware (Basic Electronics, Digital Electronic, Computer Assembling & Upgrading.)
· Graphics Designing (Adobe Photoshop) 
· Video Composition/Editing Skills(Special Effects, Simple Editing)

· Powerful Web Searching Skills (Research and Development).

· A good command on Spoken English Language. And Urdu.
· Understand Languages: Urdu, English, Punjabi, Nepali and French.
· Event Management.

· U.A.E Driving License.

Personal Details
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D.O.B 

: 21-Feburary-1988

Marital Status
: Single

Nationality     
: Pakistani

Religion         
: Muslim
References
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· Shall be provided on request.



