Dilwara.230978@2freemail.com 
Profile
Diligent, sincere and result oriented professional with over 8 years of experience. 
Dynamic, confident, trustworthy, enthusiastic and hardworking. 
Highly motivated and friendly person with positive attitude to work with strong work ethics
Result oriented professional with strong analytical and interpersonal skills and a quick learner with high levels of adaptability and ability to take initiative.
Key Competencies: 
Strong interpersonal and communication skills

 Posses firm administrative and organizational skills

Flexible and adaptable to manage several task

Ability to communicate effectively and courteously with diverse individuals and situations over the phone.
Knowledge of cash management principles and procedures

Account balancing skills
PROFESSIONAL EXPERIENCE                                                                                                                        
Paris Gallery LLC - Dubai
Cashier / Customer Service since April 2002 till August 2010
Job responsibilities

Welcome and greet every customer in a warm and friendly manner & demonstrate excellent customer service at all times.
Receive cash or payment in any other authorized modes from customers, issue receipts/ bills against their purchase, reconcile cash / credit receipts with sales figures and prepare daily cash summary report for submission to the Accountant, in order to manage the company funds efficiently and maintain transparency in all monetary transactions.
Be responsible for the safe custody of cash received and/ or other relevant documents and deposit the cash/ cheques in the bank everyday with a view to carefully protect the company funds.
Answer phone calls & customer queries to offer efficient customer service and enhance the   company's image.
Keep count of customer traffic in to the shop and compile relevant information on a daily basis.
Monitor the use of petty cash, authorize payments for only approved items or emergency miscellaneous purchases and submit accounts periodically to the Store Manager/Deputy Floor Manager for verification & sanction in order to prevent misuse of funds or monetary loss to the company.
Handle customer complaints professionally and efficiently, in line with the company after sales policy, escalating to management if necessary.

Recruit customers for the database, accurately entering their details on the POS system

Reconciliation of credit cards, cash sales, bank cheques, and gift vouchers sales and redemption and credit sales collection on daily basis. 

Balance currency, coin and checks in cash drawers at end of shifts and calculate daily transactions.

Prepares cash and related documents to be handed over to the bank mobile cash transfer personnel for bank deposit. 
Projects currency and coin requirements and reorders as necessary.

Promptly and cordially, answers telephone calls. Screens, routes /refers to the proper person in a professional manner.
Work collaboratively with the team to ensure company image and brand values are illustrated at all the times.    To be flexible to provide support across the shops if required.

Ensure conduct of behavior and representation at all times.

Comply with all company policies and procedures including refund and exchange policy, security, health and safety policies etc.
Worked as Secretary cum Office Assistant with Air Seychelles (Airline) at Cargo Village, Dubai
Job Responsiblities

Handling Customer Service, Sales Promotion

Executing Airway Bills, Co-ordinating with
Handling Agent (Dnata), fairly dealing with all
Secretarial duties& Filings

EDUCATIONAL CREDENTIALS

Completed General Certificate Education & 1984-1996

Grammar School-Dubai – UAE

Certificate in Science (University Of London)

Technical Skills

Typing in English

Telex operations

Operation System : Microsoft Windows XP ,Vista ,MS-DOS 6.22,Windows 95,  Windows 98, ME , XP (Home) ,XP (professional) ,Windows 2000

MS-Office              : Word, Excel, PowerPoint

OTHER CREDENTIALS
Training and development

Paris Excellence Customer Service training Programme
Mashreq Bank fraud Awareness credit card programme

Emirates Bank fraud Awareness credit card programme
Personal profile

Nationality               Bangladesh

Visa Status                Husband Visa
Date of birth             13-feb-1980
Place of birth            Dubai

Languages                English, Arabic, Hindi, Urdu & Bengali

Driving License        Yes

