
Samina 
CAREER SUMMARY

Seeking a Secretary\Personal Assistant\Administration\Customer Service position having more than 5+ Year Experience , Where my excellent communicational skills, Computer software knowledge & Organizational Abilities that will be helpful in contribute to the development of the organization with impressive performance
KEY SKILLS AND EXPERTISE                                     

	
	                       
	

	● Calendar management
	● Meetings coordination
	● Handling phone calls

	● Document Controlling
	● Recording minutes
	● Travel arrangements

	● Problem Solving
	● Reports preparation
	● Financial records

	● Business Correspondence
	● Meetings arrangements
	● Supplies maintenance


_________________________________________________________________________________                                       

PROFESSIONAL EXPERIENCE

Executive Secretary
Tebyan Real Estate Development L.L.C. Dubai, UAE |  December 2014 till present 




WORK  RESPONSIBILITIES:-

· Receives & screens visitors or telephone calls, Schedule appointments for 
Managing Director & 
Projects Manager.

· Managing and prioritizing CEO’s diary to support business efficiency.

· Arranging and managing appointments both internally and externally.

· Organizing and maintaining files and records.

· Preparing letters, Reports, MOM and Presentations and other correspondence.

· Preparing LPO and making comparison of quotations.
· Keeping Record and Taking Follow up of all Client’s Payments till completion.
· Maintaining the record of  Clients information Contact details in Microsoft Dynamic CRM.
· Ensures proper document classification, sorting, filing and proper archiving.
· Managing all travel arrangements.
· Keeping record of Weekly / Monthly Reports
· Providing personal support for day to day activities.

Receptionist - Administration
Gul Ahmed Group of Industries, Karachi Pakistan | 15 January 2013 - October 2014
· Welcomes visitors by greeting them, in person or on the telephone; answering or 
referring inquiries.

· Handling Incoming and outgoing Telephone calls and Emails.
· Maintains security by following procedures; monitoring logbook; issuing visitor badges.

· Maintains safe and clean reception area by complying with procedures, rules, and 
regulations.
Travel Consultant 
Pakistan International Airline Karachi Pakistan |  05 Jan 2011 to 15 Oct 2012

· To make reservation on customer request by using Saber System
· Make accurate airline quotation according to airline tariff structure for the routing, class of service 

· and application of loyalty program discounts when applicable.

· Handling of General/Divisional/Special Queues for operational purposes

· Handling of PIA Frequent Flyer (Award Plus Program) members.

· Email correspondence with customers to solve their queries.

· Working on Web ticketing and home delivery service facility. 

· Accountable for replying high-volume phone calls and the airline ticket details

· Contact handling interactions globally like inbound, outbound calls to build up strong client relations.

· Handle and facilitate customer on Live Chats  

· Re-confirmation of seats. 

· Outbound calls for customer's feedback

ACADAMIC QUALIFICATION

YEAR

 Bachelors
Business Administration & Commerce
2005

High School
Commerce
2003                                                                                       
 School
Science                            
2001

IT SKILLS:-

· IATA Travel Consultant Certificate from Pakistan International Air Line

· Microsoft Dynamic CRM

· CIT Course done from Skill development council

· MS Office Word / Excel / Power Point 

· Microsoft Outlook & Web Surfing

· Typing  Speed 40 WPM

LANGUAGES:-

URDU / HINDI
Native


English
Good



Arabic
Basic
PERSONAL INFORMATION:-

Religion
:
Islam

Nationality
:
Pakistani

Date of Birth
:
16th April 1984
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