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OBJECTIVE
I am a self-motivate and hard-working individual who is eager to be challenged. My experiences through hard work and determination have taught me the importance of being able to build a professional relationship both quickly and long lasting. As an ambitious individual I feel I would be well suited to a dynamic and progressive industry where hard work is rewarded.
PERSONAL ATTRIBUTES
· Excellent interpersonal and problem solving skills

· Capable of working in busy work environment and under pressure
· Self-motivated, customer oriented and a fast learner
· Having extensive knowledge in Customer Service and Retail Sales Industry
· Familiar with multi-cultural work environment

· Inclined towards learning and growing

PROFESSIONAL EXPERIENCE

Al Ghurair Group, The Face Shop, Beauty Products
Location: Deira City Centre, Dubai, UAE
Position: Store Supervisor
Duration: From March 2011 until April 2013
Job Description

· Greeting walk-in customers
· Maintaining the showroom image to the highest standards
· Ensuring the showroom and all displays are neat and tidy at all times
· Determining customers wants and recommending right product as per their budget and requirement

· Attentive and focused towards customers at all the time
· Handling sales transaction and till machine efficiently and correctly

· preparing daily roster and recording daily attendance of staffs
· Preparing daily sales report 

· Preparing Monthly stock take report
· overseeing stock management and ordering
· providing training to newcomers and junior staffs and motivate them to excel and grow
· Overseeing performance of staffs and calculating their bonus and incentives accordingly
· Dealing promptly with Customer complaints and resolve queries
· overseeing stock management and ordering
· maintain excellent relationship with customers in order to build a long term brand loyalty

· carry out any work assigned by the Manager/Area Manager
Glory Computer Institute, Butwal, Nepal

Position: Administrator
Duration: From June 2013 until Jan 2015
Job Description
· welcoming customers and operating telephone switchboard
· advising customers/students about available courses and programs 

· providing course materials to the students

· Prepare proposals and quotations for customers

· Preparing/arranging training materials for the instructors

· Preparing batch sheet, training materials and certificates for the students 
· Preparing letters, presentations and reports 

· Collects, compiles and reports results of evaluation, attendance and training data

· handling incoming and outgoing mails

· Organize and maintain files and records

· Data entering student’s records on the system accurately

· Collects and distributes training mail and shipments
· Orders supplies for training and training department as needed
· Perform any other related work 
ACADEMIC QUALIFICATION

· Bachelors of Arts from C.C.S University, Meerut, India

· Intermediate (High School) from G.N.G Inter College, Meerut, India
LANGUAGE SKILLS

English: Fluent

Hindi: Fluent

Nepali: Fluent

TRAINING 

· Completed Service Excellence Advance Training conducted by Al-Ghurair Retail LLC Dubai, UAE.

· Completed AIRHOSTESS, TRANING from FRANKFINN institute of Airhostess Training, DEHRADUN, INDIA

· Completed HOSPITALITY training from FRANKFINN institute of Airhostess Training, DEHRADUN, INDIA.

