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CONTACT DETAILS
PERSONAL DETAILS

Country: Dubai, United Arab Emirates

Birth Date: 3 November 1993 (Age: 21)
Nationality: American

Visa Status: Visit Visa
Marital Status: Single
Driving License: No

Notice Period: Immediately Available
PERSONAL STATEMENT
· Worked actively with MS office for eight years, at school and work.
· Employed as a Receptionist cum Secretary for two years and half.

· Learned and developed numerous secretarial, administration, front desk and customer service skills through jobs in different working environments.

· Possess ten-key typing ability and have taken self-study courses to improve typing speed and error level. 

· Sold the most Cutco products in the first week. 

· Worked with a belief that one should perform outside his or her job description at times. Proved to be active in three marketing campaigns of the company by providing excellence in support services.
· With brilliant customer care expertise she maintained strong professional relationship with clients/visitors and increased recurring business and maximized client base. 

SPECIAL SKILLS
· Well-organized with strong ability to work under stressful conditions.
· Thorough professional individual. 
· Results-orientated and able to work both independently and within a team environment. 
· Enjoy working with diverse people and able to multi-task.
· Fast learner with a keen ability to set and maintain priorities.
· Positive attitude disciplined work ethic and enjoy helping people.
· Articulate and Effective work with people of different background and temperaments.
· A problem solver who quickly grasps complex situations and turns them into manageable tasks. 

· Co-operate work with others to produce and deliver desired goal.

· Proficiency in using Microsoft office (Word, Excel, PowerPoint…).
CAREER HISTORY
Receptionist cum Secretary 
Time Frame: 2012-2014 Location: Sandusky, OH, USA

Key Responsibilities:
Receptionist 
· Welcomed clients and visitors to ensure a superb customer service experience.

· Maintained appointment calendar and visitor log.

· Ordered office stationary supplies; sorted out and sent the posts.

· Recorded each missed call and ensured calls are returned whenever possible.

· Called individual personnel for meeting confirmation and reminded manager about them.

· Answered, forwarded and screened telephone calls.

· Kept thorough writing records to ensure that nothing is forgotten. 

· Handled all enquiries through professional and courteous manner, in person, on the telephone or via e-mail.

· Built a good rapport with customers and resolved any complaints/issues quickly to maintain high quality customer service. 

· Processed client check-ins and outs.

· Handled payments through cash, checks and credit cards.

· Managed accurate, efficient accounts and client billing processes.

· Informed company personnel of client arrival.

· Directed clients/visitors and gave instructions.

· Looked after safe and clean reception area by complying with procedures, rules and regulations.

· Ensured that all appointments, cancellations and no-shows are processed efficiently.

· Reviewed up to date prices and special offers to provide accurate information to clients/visitors.

· Undertook all training as required. 

· Adhered to all safety procedures. 

Secretary 
· Conducted correspondence and liaised with staff, suppliers and clients.

· Arranged flight tickets/hotel stay for managers, produced meeting agendas and took minutes.

· Implemented new procedures and administrative systems.

· Met strict timelines and performed multiple tasks. 

· Communicated and adjusted any particulars about daily activities and meetings with consultation of the management.

· Typed, filled and word processed letters. 

· Handled sensitive and confidential information with integrity and respect.

· Prepared conference halls while making sure everything required was functional for example projector. 

· Operated personal computer, printer, scanner, photocopier, shredder and cash counters. 

· Constructed presentations, reports and confidential and sensitive documents.

· Managed and maintained budgets, as well as invoicing.

· Organized both in-house and external events.

· Mailed newsletters, promotion material, and other information.

· Located and attached appropriate files to incoming correspondence requiring replies.

· Conducted searches to find needed information, mostly through the Internet.

· Collected and disbursed funds from cash accounts, and kept records of collections and disbursements.

· Proofread and corrected prepared materials for correct grammar, format, completeness, and content. 

· Kept informed of office details and advised management of problems. 

· Updated management on status of issues before scheduled meetings. 

· Performed clerical and administrative tasks quickly and accurately. 

· Remained calm, Prioritized workloads and worked with frequent interruptions. 

· Worked with MS Office. 

· Maintained technical knowledge by attending educational workshops; read secretarial publications.

Sales Representative-part time

   Time Frame: 2010-2012 At Vector Marketing  Location: Rocky River, OH, USA

Key Responsibilities:
· Promoted/sold/secured orders from existing and prospective customers through a relationship-based approach.
· Effectively negotiated on price, quantity, and payment terms to achieve business objectives.
· Delivered a high level service to customers.
· Filled and submited customer orders.
· Researched sources for developing prospective customers and for information to determine their potential.
· Resolved quality or service issues that arose.

· Kept management informed by submitting activities and result reports, such as daily call reports, weekly work plans, and monthly and annual territory analyses.
· Made telephone calls and in-person visits and presentations to existing and prospective customers.
· Demonstrated products to existing/potential customers and assisted them in selecting those best suited to their needs.
· Established, developed and maintained business relationships with current customers and prospective customers in the assigned territory/market segment to generate new business for the organization’s products.

· Explained products’ value and capabilities to customers.

· Processed payments in terms of cash, checks and credit cards.
· Attended advanced training workshops and conferences on personal sales techniques, consumer behavior, time management, and effective communication.
EDUCATION
Bachelors in Business Administration -with distance studies
At Brock University 
Location: St. Catharines, Canada
Starting Date: 2012
Completion Date: 2016
High School Diploma 

At Bay Village High School

Location: Bay Village, OH, USA

Starting Date: 2008
Completion Date: 2012
