CURRICULUM VITAE 
Gulfjobseeker.com CV No: 1327884
Mobile +971505905010  

cvdatabase[@]gulfjobseeker.com
To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php               [image: image1.png]



--------------------------------------------------------------------------------------------------------------------
Career Objective:
“Think like a person of Action and Act like a person of thought” is my Motto in Life and thus I am seeking a Productive Environment where my knowledge and Experience can be shared and Enriched. Looking for an Opportunity where I can improve my knowledge, Management & Creative Skills.

To grow along with organization using my skills, logical abilities, matching deeds with my work & words for the development of the organization and also associating with organization.

Professional Summary:


Over 7 years of professional work experience being associated with different organizations in Customer Service & Sales Industry like TATA Motors-TMF, Shokri Emirates Advt Co.-SEA’ & Richfeel Trichology Centre, made me understand the various working environments of different organizations and handle typical situations for smooth functioning of operations and also the implicit needs of the consumers.
Educational Profile:
· B.COM from Dr.B.R.Ambedkar University ( 2007-11)
· INTERMEDIATE from  Girls Junior College Hussaini Alam  (2005-07)
· SSC from Supreme High School (2005)
Special Proficiency:

.

· (Ms – Office covering Ms – Word, Excel,)
· Positive attitude
· Determination and Dedication towards the job.

· Self-motivated. 


 Experience:
I)
·  Organization

:
TATA Motors Finance (DMA) - INDIA
· Designation

:
Front Office Executive Cum Computer Operator
           (Maintaining  front office desk,  as taking calls, preparing Daily   

           Reports & Petty Cash Maintenance  and also preparing   

                                               Customer Cam sheet ,arranging documents of customer with  

                                               vehicle details &  with follow ups by calling to the customer.)
· Data of Joining
:
April’2007  to  May’2009
II)

· Organization

:
SHOKRI EMIRATES ADVERTISING - INDIA
· Designation

:
Admin Cum Call Centre Executive (in Cal4all new product of        

                                                            SEA)
                                               (Responsible for overall operations, Sales, Client interaction &           

                                                           orders at Co. level co-ordinate the day to day activities at Office            

                                                           And Handling inbound calls of (Cal4all) and collecting data 

                                                           from  various organization
· Data of Joining
:
June’2009  to  Jan’2010
III)
· Organization

:
RICHFEEL TRICHOLOGY CENTRE - INDIA
· Designation

:
Front office-Admin Assistant and Customer Relation Officer
                                               (Reception Maintenance,Handling Calls of enquiries,Calling to the follow ups and reminders,Interaction with client, providing details about the products and 

                                                           services etc. Preparing daily reports, maintaining stock details  

                                                           & follow ups with the HO for all centre related problems &         

services)
· Data of Joining
:
Mar’2010 -  June’2014
Roles And Responses :    
* Maintenance of reception desk,attaining calls and check mails to see the expected list of consultations.

* To over look on the cleaniness of the entire clinic, starting from the reception area done by the office boy.
*Guiding staff for scheduling appointments and product selling skills

*Arranging of clients files,reports & treatment cards in Doc’s cabin.

*Greeting clients,helping them in queries,arrange welcome drink or water, look for the more comfortability of the client.
* Checking Stock Sheets,orders etc.
*Checking previous day all cash being deposited in Bank.

*Sending  consumable requirements to CH  at end of the day.

*Bills payment  of essential service like electricity,telephone etc on time. 
            *Product Counselling about the products and packages of the prescribed treatments. 

*Sending emails like feedback to customer care about client case or consultation.

*Before closing (checking all assets are on place  with maintenance protocols being followed.

IV)
· Organization

:
UNIVERSAL HOLDINGS LLC - DUBAI
· Designation

:
Front office-Admin Assistant and Secretary

         Data of Joining
          :
            Sept’2014 
Strengths:

· Hard Working
· Willing to accept challenges

· Eager to learn new skills

· Honesty in work.

· Self Confidence
Personal:

Date of Birth


:
04th Nov 1989

Marital Status


:
Married
Nationality


:
Indian

Languages Known

:
Fluent in English, Urdu, 
Total no. of years experience
in same field


:         04 years 3 Months
Visa Sponsorship

:         Husband changes to employee visa
Place  :   Sharjah
                   




