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RIMSHA
Gender: Female  |  Date of Birth: 15/Nov/1990
Marital Status: Single | Nationality: Pakistani
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Personal Appraisal:
· Self-possessed person with a “Can Do” attitude. 
· Energetic, patient, creative, practical and target oriented. 
· Brilliant computer skills in presentations, word processing and spread sheet. 
· Capable of working both independently and as a team player. 
· Excellent public relations with a wide assortment of people and capable of establishing trust and rapport in the working environment. 
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Education and Qualifications
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Degree in BBA (Bachelors in Business Administration)
Diploma in CBA (Certified Business Of Administration)
Completed Intermediate (Commerce with Mathematics)
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Skills and Computer Qualification
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	Certificate in Microsoft Windows
	
	
	Certificate in MS Office
	
	
	Basic knowledge of Web designing and
	
	

	
	
	
	
	
	
	
	
	Photoshop
	
	

	
	
	
	
	
	
	
	
	

	Professional Experience:
	
	
	
	
	
	
	

	
	Period
	Company
	
	Description
	
	

	
	1st July 2015
	
	
	Cost Analyst/Cashier Responsibilities:
	
	

	
	to Till date
	
	
	  Prepare accounting reports and perform other light
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	bookkeeping activities
	
	
	

	
	
	
	
	
	  Report and sort irregular transactions
	
	

	
	
	
	
	
	  Manage receipts and coupons
	
	

	
	
	
	
	
	  Generate cash and transaction reports
	
	

	
	
	
	
	
	
	

	
	
	IPF Real Estate
	
	Document controller/Marketing assistant
	
	

	
	March 2013 -
	
	
	
	Responsibilities:
	
	
	

	
	
	
	
	
	  Preparing and Interpreting legal documents including listings and
	
	

	
	June 2015
	
	
	
	
	
	

	
	
	
	
	
	sales contracts
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	  Carrying out telephone marketing
	
	

	
	
	
	
	
	  General administration duties
	
	
	

	
	
	
	
	
	  Maintaining a tracking facility to enable documents to be updated
	
	

	
	
	
	
	
	easily
	
	
	

	
	
	
	
	
	  Presentation and filing of documents and drawings.
	
	

	
	
	
	
	
	  Responsible for maintaining hard copy information.
	
	

	
	
	
	
	
	  Ensuring all documents is as up to date as possible.
	
	

	
	
	
	
	
	  Scanning in all relevant new documents.
	
	

	
	
	
	
	
	  Using social media and blogging for marketing purposes.
	
	

	
	
	
	
	
	  Maintaining the marketing database of clients and contacts.
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Professional Experience (continued):

Period
Company
Description
	August 2012
	Du
	Corporate Sales Executive
	

	– February
	
	Responsibilities:
	

	2013
	
	  Working as part of the sales team to develop both new and existing
	

	
	
	
	

	
	
	
	markets.
	

	
	
	  Involved in developing sales & pricing strategies.
	

	
	
	  Liaising with customers & the dealer network to answer and resolve
	

	
	
	
	their queries.
	

	
	
	  Identifying and then researching potential leads and opportunities.
	

	
	
	  Constantly developing existing sales processes which will generate
	

	
	
	
	sustainable growth.
	

	
	
	  Responsible for developing own portfolio of customers.
	

	
	
	  Collecting all the information required to create a request for
	

	
	
	
	an estimate.
	

	
	
	
	Writing accurate & informative  sales reports and documentation.
	

	
	
	  Contacting prospective clients by phone and email.
	

	
	
	  Identifying the customer's needs.
	

	
	
	  Attending trade shows and exhibitions when required.
	

	
	
	  Cold calling potential clients via telephone or personal visit.
	

	
	
	  Making appointments to meet new and existing clients
	

	
	
	
	

	December
	Elfina
	Investment Executive
	

	2011 – July
	
	Responsibilities:
	

	2012
	
	  Planning & implementing marketing activities across all online &
	

	
	
	
	

	
	
	
	offline channels.
	

	
	
	
	Generating sales leads.
	

	
	
	
	Managing customer relationships.
	

	
	
	  Logging and progressing all new leads / potential sales enquiries.
	

	
	
	  Writing new marketing material
	

	
	
	  Making sales calls and handling enquiries from potential customers.
	

	
	
	  Involved in the online, web and email marketing campaigns.
	

	
	
	  Analyze and produce reports on data provided by customers.
	

	
	
	
	
	

	November
	Century Financial
	Team leader/Marketing Executive
	

	2009 –
	Brokers
	Responsibilities:
	

	September
	
	  Bridge between Clients and Company
	

	2011
	
	
	

	
	
	
	Meeting with  Corporate and individual clients & investors
	

	
	
	
	
	

	
	
	  Provide information to the concerned departments regarding the
	

	
	
	
	meetings held with the clients
	

	
	
	  Meet the assigned Targets of quantity thus contributing towards the
	

	
	
	
	success of company.
	

	
	
	  Conducting sales meeting, staff training and coordination.
	

	
	
	  Supervising the team sales executives
	

	
	
	  Following up with the clients.
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