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http://www.gulfjobseeker.com/feedback/submit_fb.php 

Mobile: 971505905010 / 971504753686
I have been working a Free lancer with some of real estate brokers in Dubai for almost one year,  Dubai,  I’ve been working also Asst. Senior sales Manager in Home Furniture LLC in Kazakhstan, worked  Asst. Sales manager in Julia Tours in Kazakhstan, present I’m working  receptionist in Grand EXCELSIOR HOTEL .

I am looking for job related to the same

Fields as above, so that my technical knowledge and experience in the field can be put to use. I am also interested to apply to assist in the fields of business process, business planning and business process analysis for sales & Public Relation requirements in order to exploit my skills and abilities in an effective guiding atmosphere.

I am seeking an opportunity to serve your organization. I assure you my best performance at all times.  Please find enclosed herewith my Resume for your perusal.

Your response on this will be a highly appreciated.
Objective

Seeking a position utilizing: my strong interpersonal skills in Sales field & business development focused in Sales Field, excellent communication skills, organizational abilities and business outstanding professional experience.

EDUCATIONAL BACKGROUND

2006 
Kazakhstan University 


Designer  


Kazakhstan, Almaty 
WORKS AND EXPERIENCES

Sales officer 

Damas Jewellery 

UAE, DUBAI

JOB RESPONSIBILITIES: 

· Responsible for greeting visitors and customer.

· Advise customers on purchases and provide excellent customer service.
· Calculates total payments received during
· Data entry on the company system
CASHIER

Grand EXCELSIOR HOTEL 

(April 2014 – October 2014)

UAE, DUBAI
JOB RESPONSIBILITIES: 
· Responsible for day to day operation of the hotel.

· Maintaining the receptionist area.

· Reports and submits the Monthly Summary Sales and Membership Applicant Form of the centers within my area of responsibility, and solving their concerns regarding their area and report it to the head office. 

ASSISTANT MANAGER

Home Furniture 
(January 2012 – August 2013)
Kazakhstan, Almaty

JOB RESPONSIBILITIES: 
·  Calculates total payments received during

· A period of time and reconcile it with Total sales. 

· Advise customers on purchases and provide excellent customer service.

· Do other relevant task directed by the Manager

· Responsible for solving customer's complaints.
· Responsible for answering phone calls of customer to provide all the information regarding to products
· Ensure product visibility and availability through excellent merchandising and stock management.
· Ensuring all sales and service objectives are achieved.

· Data entry on the company system
ASSISTANT MANAGER

Touristic Company 

Julia tour 

(January 2009 - December 2010)
Kazakhstan, Almaty

JOB RESPONSIBILITIES: 
· Responsible for greeting visitors and employees at main reception desk.

· Ability to work under pressure and meets targets.

· Perform the tasks of monitoring and overseeing visitor sign in and out process. 

· Ensure that visitors meet the access requirements and are issued the appropriate security badge. 

· Handle responsibilities of answering phone calls and directing calls accordingly. 

· Maintain a clean and professional appearance of the front reception area. 

· Perform responsibilities of distributing mails on a daily basis.

· Handle the tasks of managing conference room schedules and in preparing business memos. 

· Responsible for checking and ordering office supplies as required

· Data entry on the company system      
SKILLS
Languages skills:
· Kazakh   : Native language 
·  English  : Very Good
· Turkish  : Very Good 

· Russian  : Very Good

Computer skills:
        •   Microsoft Word, Micro Excel, Power Point.    

PERSONAL DATA
Date of Birth
: February 11, 1984

Nationality
: Kazakhstan

Gender
: Female 
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