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Saba

Career objective
To get a career oriented job in a professional environment that offers Utilization of my Education, Knowledge and Skills and provides learning opportunities.
Area of interest:
· Accountant 
· Management 
· Telesales Agent 
· Administrative Assistant 
· Sales Coordinator 
· Human Resource Management 
Education &Qualifications
MBA (continue) Virtual University Pakistan 
PGD (post graduate diploma in computer science IT) 2009 
Bachelors in Arts 2007 
Professional Experience:
Sales Executive:
| UAE. DUBAI (Dec 2015–April 2016)
· Reported directly to “Sales Manager ” 
· Cold calling to arrange meetings with potential customers to prospect for new business; calling to arrange meetings with potential customers to prospect for new business. 
· Listening to customers requirements and fulfill them. 
· Maintaining and developing relationships with existing customers in person and via telephone calls and emails; 
· SR Global Inc trades multi product. Provide marketing services for manufacturers and suppliers for various products 
•
The as part of the buying and selling of different products, Home textiles, Floor coverings, Polymers and a few more.

PERSONALDETAILS

· DOB: Jan1988, Female 
· Nationality: Pakistani 
· Current Country: Dubai. UAE 
· Visa status: Long term visit visa Expire on 20th August 
· Languages: English(Fluent) Hindi, Urdu (Fluent) 
Skills &Expertise
Microsoft Office: MS word, MS excels, MS access, MS
PowerPoint, MS Outlook.
Accounts Software: Peachtree & tally, Quick book
Achievements
· Tour organizer 
· Party organizer 
· Topper scholarship 
· Cricket team captain in 2013 sport gala 
· Social work 
Basic Supervision:
· Business Report Writing 
· Self Motivation & Goals Achievement 
· Key Success: Developing Mindset of Excellence 
Personal Hobbies
· Travelling, 
· Playing Computer Games 
· Listening Music 
· Picture editing 
· Using internet and cooking. 
· Reading General knowledge Books 
Professional Experience:
Facilities Coordinator
ITD HUB Pakistan (Nov 2014–Nov 2015)
Coordinates supply needs for all employees Oversight for day to day Facilities operations 
Oversees new hire process is followed and new hires have the appropriate equipment, furniture, and supplies on their first day of work 
Schedule preventative maintenance, respond to urgent maintenance calls and participate in the creation of emergency preparedness plans 
Function as a trainer and mentor of the Facilities Assistant, Attendant and Receptionist on basic job duties and position expectations 
Assigns tasks to the facilities assistant, attendant and receptionist 
Sales Coordinator:
| Chaman Int’l Pakistan (2012-2014)
Job Responsibilities:
· Establishing, developing and maintaining business relationship with current customers and prospective customers in the assigned markets to generate new business for the organization products. 
· Manage projects and meet exceed targets relating to revenue growth, activities, profit margin, mix of products and services sales, customers acquisition. 
· Finding new business opportunities, compiling reports on the business plans. Coordination with clients. 
· Provide regular feedback to senior management about market and competitor activity. 
· Develop effective working relationships with customers through regular meetings and identify and obtain further sales and business development opportunities. 
· Work with group marketing to develop marketing companies to support Sales Strategy. Generate new business and raise awareness of others company products. 
Personal Skills:
· Strong sense of responsibility, desire to get things done properly. 
· Detail Oriented and professional 
· Able to meet tight deadlines. 
· Quick learner with good analytical skills 
· Good Logical thinking and Problem solving skills 
· Positive in challenging situations. 
· Ability to work under pressure. 
· Ability to handle multi tasking in an ever-changing Environment. 
· Challenging inappropriate behavior & practices. 
Personal Hobbies
· Travelling 
· Playing Computer Games 
· Listening Music 
· Picture editing 
· Using internet and cooking. 
· Reading General knowledge Books 
References: 
References available upon request.
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