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          Khurshid

Khurshid.332835@2freemail.com  
	Multi-lingual, dedicated customer service professional. Seeking a challenging career, dynamic and talented professional having strong ability to work in customer service. Excellent inter-personal and communication skills. Ability to build a strong rapport with personnel, customers, and associates based on knowledge and professionalism.


Areas of expertise include: 

Customer service and relations - Hospitality – Sales – Real Estate. 
Personal and professional competencies 

- Always ready to take and accept responsibility.

- Genuine team player with problem-solving and analytical capabilities.

- Reliable, hardworking, self-motivated, sociable and passionate.

- Deliver personal attention to clients to ensure a high level of satisfaction to generate repeat clientele.
Career snapshot:
FEB 2017 – up today:  Senior Property Consultant,    “Ace Of Space Real Estate”



        Ibn Battuta, Dubai, UAE

- Manage an initial team that provides leasing services to the current clients and purchasers.
- Coordinate and attend viewings/appointments with potential clients.
- Generate leads through real estate portals, referrals, Email and phone calls.
- Network with other brokers to promote exclusively-represented properties. 
- Coordinate with relevant parties to ensure that terms and conditions of lease agreements are met within a deadline.
- Advise clients on market conditions, legal requirements and related matters.
AUG 2016 – JAN 2017:  Sales Agent – Property Consultant, “Ace Of Space Real Estate”



                  Ibn Battuta, Dubai, UAE

· Rent, buy or sell the property for clients.

· Perform duties, such as study property listings, interview prospective clients, accompany clients to property site, discuss conditions of sale, and draw up real estate contracts. 

· Convincing prospective clients that your agency is the right one to handle their property for sale or rent.

· Making appointments and showing to buyers (tenants) around a property.

JAN 2015 - July 2016:   Receptionist - Front office, “Emirates Grand Hotel”,





  



               Sheikh Zayed Road, Dubai, UAE
· Delivering excellent customer service at all time; 

· Dealing with inquiries in a professional manner whether in person, telephone or via email;

· Performing cashiering tasks: e.g. dealing with cash, cheque and credit transactions, preparing bill/invoice settlement, posting charges to the guest, paid out's, Foreign currency exchange, etc.;

· Fulfilling all reasonable requests from guests to ensure their comfort, satisfaction, and safety;

· Carrying out instructions given by the management team and head office.
MAR 2014 - DEC 2014:   Guest Relations Executive,  “Emirates Grand Hotel”,





  



      Sheikh Zayed Road, Dubai, UAE
· Giving each guest a personal welcome and explains special services and amenities that guests can use during their stay;

· Personally, preparing the gifts or arranging for delivery of special welcoming items for the guest′s pleasure;

· Acting as an interpreter for the guests on request; 
· Communicating with guests and assisting them to solve their issues aroused during their stay in the hotel.
AUG 2012- FEB 2014: Assistant Sales Manager at “Fayz” trade store, Tashkent, Uzbekistan.  
-  Supervising the activities of sales representatives and team to meet sales target;
-  Overseeing the stocking and inventory of goods to ensure timely supply of order;
-  Performing administrative tasks of transaction recording, filing, and inventory;
-  Maintaining contact with clients to create a good working relationship that fosters increased sales and customer base.
FEB 2004- JUL 2012: Head of Chancery office at Legal Advisor’s Centre Tashkent, Uzbekistan.
- Receiving applications from citizens;

- Registering applications and hand over them to advocates/lawyers;

- Preparing replies for applications and assist in other work of lawyers.
OKT 2002-NOV 2003 Served Army (Airborne Force - Uzbekistan)

Educational qualifications and certificates

	1997–2002

Nov 2015
	Bachelors’ Degree – Social studies faculty - Tajik State University of “Law, Business and Politics” -Tajikistan

Certificate of attendance - completing of training as a “Sales Executive” in the Sales and Marketing Department of “Emirates Grand Hotel” Dubai, UAE.


Mar 2016
Certificate of Service Excellence – for living the company Grand Values and going above beyond in providing service to the customers- “Emirates Grand Hotel” Dubai, UAE

May 2016
Certificate of Service Excellence – for living the company Grand Values and going above beyond in providing service to the customers- “Emirates Grand Hotel” Dubai, UAE

June 2016
Certificate of Service Excellence – for living the company Grand Values and going above beyond in providing service to the customers- “Emirates Grand Hotel” Dubai, UAE

Nov 2016        Certificate of Training for Real Estate Brokers – Dubai Real Estate Institute, Land Department, Government of Dubai, UAE
2014 – 2016 Attended training courses of “The service fundamentals” - Training and Quality Department of “Emirates Grand Hotel” Dubai, UAE
· Creating foundation;
· Professional communication;
· Beyond expectation, 
· Handling customers’ problems.
Jan 2015 - UAE driving license and own car.

Language skills:  English, Russian, Uzbek, Persian- Fluent, Arabic – Beginner.

Computer skills: Microsoft Office (Word, Excel and Outlook) and Keyboarding, Opera and CRM system. 

INTERESTS

Listening to music, learning foreign languages, reading books, sport, traveling and volunteering.
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