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CYREN

CYREN.337506@2freemail.com 





_____________________________________________________________________________________________
Aspiring for the position of: Admin Executive/Personal Assistant/Customer Service
Objective: To participate as a team member and to contribute my experience in a dynamic environment focused on promoting and accomplishing business growth in a consistent basis, a strong knowledge in office management to organize smooth flow of office work.
Qualification: 
· A well organized with track record that demonstrates self motivation, creativity & initiatives to achieve personal & corporate goals.

· Proven ability in achieving / exceeding targets goals for implementing strategies for promoting products.
· Excellent in communication and established customer relation through excellent service.
· Received a University Diploma and Board Passer – Bachelor of Secondary Education Major in History with units in Master’s Degree Major in English.
· With Certificate in PC Configuration & Trouble Shooting (Dubai, U.A.E.)
PROFESSIONAL EXPERIENCE

System Integration laboratories, DMCC, X3 Tower  (2013 up to 2015)
SIL Laboratories Equipment FZE, Amberjem Tower, Ajman (2015 up to present) same company

Personal Assistant / Admin Executive/ Customer Service
· Reporting to the Managing Director.
· Coordinates office operations such as meetings, communications, events, and reports.
· Coordinate and distribute both internal and external correspondence under the direction of Management, including those requiring a high degree of sensitivity.
· Keep an eye on inquiries and leads; follow up quotations.
· Conceptualize promotional activities and strategies, manages events and trainings, making brochures and oversee other marketing related activities.
· Arrange and process Company Licenses Renewal, employee visa application/ cancellation and ensure such files are up to date and secure.
· Responsible in coordination with suppliers, customer and their forwarders.

· Processing of Import / Export shipment, government documentation, custom clearance, Foreign Affairs attestation and COO.
· Perform tasks of receiving checking and recording all incoming/outgoing shipments

· Resolving shipment issues and customer complaints.
· Prepare proforma invoice, sales invoice and packing list.
· Supervising loading and unloading, and quality of packing.
· Arranging with forwarders the transportation of products to customers.
· Responsible of Bank Transaction, Telegraphic Transfer, Letter of Credit, deposit & withdraw.
· Follow up payments through phone and email.
· Maintaining business/customer contact database, corporate files and business plans.
· Arranging travel plans, meeting schedule, preparing reports and replying business proposal of Managing Director’s behalf. 
· Initiate a preliminary interview of new employees.
.JUST WILLS Al WASIYYA JLT - Fortune Executive Tower, JLT, Dubai, UAE (2010-2013)
Personal Assistant / Admin Assistant/ Customer Service
· Reporting to the Managing Director.
· Organizing on Managing Director’s meetings, appointments and travel arrangement. 
· Preparing office staff visa processing, company Trade license renewal, car license renewal and other documents to be notarize by the government sector (Foreign Affairs, Ministry of Justice, Notary Public, DMCC , Dubai Courts & LAD)

· Responsible of companies tie ups and referrals commission as per the agreements.
· Handling inter-office correspondence, confidential mails, quotations, monthly billing and collections.
· Responsible in preparing the statement of account of clients as per their request.

· Responsible on replying business proposals on Managing Director’s behalf.

· Handling and generating new leads through the planning & execution of direct mails, emails and phone calls.
· Travelling with the Managing Director and Sales Team to provide assistance during the   presentation and business planning.
· Screening telephone calls, enquiries and requests, and handling them when appropriate.

· Prepare quotations to the customer. 
· Handling deliveries pick up documents and payments.
· Resolving  issues and customer complaints
· Responsible and make a quotation of advertising, PR media and promotional opportunities. 
· Monitor all the leads and send an update to the Referrals on a weekly basis.
· Attending educational workshops, establishing personal networks and participating in professional societies.
BL REAL ESTATE – Al Attar Business Tower, Sheikh Zayed Road, Dubai, U.A.E. (2009 – 2010)
Sales Coordinator / Receptionist
· Prepare Sales Minutes of meeting, monthly agendas and exhibition schedule.
· In charge of updating clients, agency partners, brokers and developers to inform them regarding the projects situation, sales program and products launching.
· Performing clerical functions such as preparing incoming and outgoing correspondence

· Handling all website/phone, reply if necessary or forward to concern person.
· Arranging conference calls and scheduling meeting for the company officer and staff.

· Monitor all the enquiries of Sales and make a report to be submitted to the Sales Manager & MD of the company. 
· Remind the clients for a monthly due of the apartment they purchase through calls and emails.

· Responsible of guest and calls of CEO inform him directly, send emails and arranged a meeting some of his clients.
· Responsible of Administrative, HR correspondence and internal memos.
· Responsible of all guests, clients meeting it should be monitored and properly recorded.
· Monitor and prepare the Daily Attendance, P.O of office supplies & advertisement materials.
· Give reservation to the customer and respond service request, enquiries and complains over the phone or in person and do necessary action.
· Prepares inventory reports on weekly basis
· Answer customer queries and provide information on procedure and policies.

· Involve in marketing and sales development of the company.

· Conducts survey and preparing reports for the customer service satisfaction. 




