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ZAINAB
Personal Appraisal
Highly motivated post graduate honed with strong interpersonal, sales and organizational skills to work in an organization where individual achievements and performance are recognized. Being sincere in work and to work in a challenging environment where my qualification and dedication can be utilized for the prospects of the organization and to be a part of the organizations growth story.
Professional Excellence
· A competent professional with 5+ years of accomplished career track of delivering, sustaining productivity provider of exceptional level of Customer Service and as Sales Advisor in a Business Center
· With the current exposure to the real estate and hospitality for client servicing in accelerating the business growth.
· Expertise in operations and administration of the business development for ongoing business as well as to sustain an effective back up and track records.
· Capable of building strong customer relationships through rapport and interaction
· Highest level of efficiency in taking instructions, execute and inject them as needed, resulting in goals that exceeds expectations
· An effective communicator with an excellent relationship building & interpersonal skills on business negotiations and about to conclude business deals.
· Ability to sell any kind of product and set pipelines for monthly targets.
· Adept in devising various promotional business development strategies for improving visibility and achieving the desired results for the company.

· Adaptive to change and ability to multi-task.
Professional Experience
         DBS BUSINESS CENTER. PERIOD: September 2013 – January 2016 
              DESIGNATION: Sales Executive.

· Looking after day to day activities and maintaining client’s relationship.
· Business Development pursuing opportunities for new business actively seeking referrals and grow existing client revenue.

· SMS and E-Mailers sent as marketing activities for new clients and following up with them. Arranging and attending meeting with companies who require the DBS Services.

· Handling and keeping records of accounting entries and following up on TDS Certificates

· Looking after billing and payments

· Keeping track records of the customers and lead follow up.

· Dealing with customer complaints comments and inquiries and ensuring all events run smoothly.

· Follow us with issues related to AC, computer, electric, telephone etc in the back office and member’s office.

· Making telemarketing calls 100 calls a day.

· Preparing monthly reports which include sales report, performance and occupancy reports of the centre.

· Heading and arranging networking meetings for DBS Lead Club on monthly basis.

· Source out new business prospects from the networking group, build a healthy relationship with them and invite them to the networking meeting every month.
· Generating Invoice and SOA (Statement of Accounts).Managing the office Budget, Filing the documentation.

· Minutes of Meeting and Attending to client issues, investigating resolving issues.

· Ensuring customers meets contractual services expectations as per the obligation.

· Handling day to day customer queries & providing appropriate resolution for sales.

· Completing of targets & meeting with business need of the clients.
· Coordinating with other staff/departments in related to administration work.

· Maintaining calling & sales report Cultivated promising and qualified leads for follow-up by sales Converting leads generated through Websites into Prospective clients.

· Processing Client Invoices and coordinating with the Finance department.
          Teacher at Tree House Kindergarten School, India. Period:
· Taught all subjects and organized various programs.( 2012- 2015)

· Developing the skills to become a confident, competent classroom practitioner who can enable children to learn effectively across the whole curriculum with a good understanding of the demands of the National Curriculum and the Curriculum for the Foundation Stage.

· Private tutor for kindergarten students of 1.5- 10 years of age and also have an experience in teaching 

HAMLEYS TOY STORE PERIOD: September 2011 – July 2013
DESIGNATION: Customer Service.
· Ensuring appropriate solution in the interest of the Company to the clients/customers

· Customer Relationship and Account Management for the Clients of the Company Timely & Periodic

· Reporting to the Manager at the Center

· Maintain customer/client data base using spreadsheets and other documentation and updating of the same.

· Answering queries in prompt & diligent manner keeping the Company 's interest intact, 
resolving issues of the customers & generating Credit Notes.

· Processing Client Invoices and coordinating with the Finance department.

· Attending clients for sales.
            EDWISE OVERSEAS EDDUCATION PERIOD: March 2012 -August 2012

            DESIGNATION: Education Consultant.

· Calls made to potential customers to educate them on services and products offered by the company 
· Placed 100 sales phone calls from the database and answered customer calls
· Reported to the Manager in charge with monthly sales and reports.    
Accomplishments

· Attained excellence in the professional world by gaining experience and exposure from day to day, and to help the company achieve its goals in a way where I can deliver to the best of my capabilities, hard work and determination.

· Strive to work with challenges and open to new opportunities and to be part of organization's growth story
· Conducted DBS Expo an exhibition held by our company was able to close deals during the event
· Scheduled meetings with company for selling office spaces, conference rooms and Memberships given 50% revenue to the company.
Personal skills

· Diligent, Workaholic, Positive Attitude, Zeal to learn and easily adaptable.

· Reinforcing and cascading organizational philosophies, values, aims, strategies, priorities etc.

Strong understanding of retail products with emphasis on serviced offices.

· Ability of oral and written communication including effective executive level presentation skills. Excellent interpersonal and intercultural communications skills, ability to work in a team environment.

· Ability to effectively work under tight deadlines and manage projects independently.
· Focused on personal and professional growth.
· Highest level of time management especially during additional workloads/stress situations.
· Confident, Trustworthy and integrity. Open to new learning willing to experiment with new methods 
and strive to gather wisdom from other positive feedback
Personal Details

               Date of Birth


:  03-06-1988

Sex/Marital Status

:  Female/Single

Religion



:  Islam

Nationality


:  Indian (Mumbai)

Language Known

:  English, Hindi, Marathi, Gujrati, Kutchhi.

Visa Status


:  Visit Visa (3months)
