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​​Farah
Farah.342150@2freemail.com  
Customer Service Representative / Office Coordinator 






Diploma in Graphic Design








2014
Arena Multimedia (APTECH), Karachi, Pakistan

Graduation (B.Com.) 









2012
University of Karachi, Pakistan

Intermediate Commerce









2010
Board of Intermediate Education, Karachi, Pakistan



Customer Service Representative




        
   
June 2013 – March 2014
Touch mate Dubai, United Arab Emirates
Administrator

Falak Properties Dubai, United Arab Emirates                                                                         January 2016- Onwards


Customer Service: 

· Customer service with professional service acknowledgement

· Approaching the customer and demonstrate the product
· Dealing with customer complaints, handling questions & objections 

· Handling product returns

Graphic Design Skills: 

· Artwork design using Adobe Photoshop, Adobe Illustrator, InDesign, and Corel draw

· Capable of preparing creative designs for flyers, posters, business cards, staff ID cards, envelops, hoardings, logos, CD covers, magazine, standing banner, invoice, letter head, bunting
Falak Properties, Dubai, UAE:

· Answering incoming calls in a professional manner.
· Maintaining suitable and sufficient office stationary levels.
· Correspondence  in  English and Urdu 

· Preparing NOC and Letters 

· Preparing invoices and receipts.

· Updating databases with confidential and relevant information
· Arranging interviews and confirming interviews by email.
· Coordinating and communicating activities for the Office, including all employee events.
· Assisting the HR Department. 

· Arranging meeting for President & VP of company



 
Religion:

Islam
Date of Birth:
December 19, 1991 
Nationality: 
Pakistani
Driving License:   under process


Language:
Urdu, English

Can be provided upon request
786    92    110
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Strengths





( Customer service


( Approaching the customer 


( Dealing with customer complaints


( Effective objection handling


( Sincere and professional approach


( Communication skills





I am an energetic and committed customer service executive, I am looking forward to joining a company where I can utilize my talent and grow to the next level of excellence. 
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  CAREER SNAPSHOT





  COMPETENCIES
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