                                          SANA 
Sana.343471@2freemail.com
OBJECTIVE
Seeking a challenging and growth oriented position with a professionally managed organization where I can utilize my skills and knowledge and acquire a position which will provide challenging assignments and opportunities to increase personal Growth with a career path of advancement willingness to continuously acquire new competencies and accept new challenges.
QUALIFICATIONS
· Excellent Computer Skills - MS Office: Word, Excel, Power Point & Internet.

· Fluent in English, Urdu, Arabic (basic), Hindi – written & spoken.

· Fast Learner, dedicated and can work under minimum supervision.

· Valid U.A.E Driving License.

· Sounds good at Negotiation and Client dealing.

· Thrive in both Independent and Collaborative Work environments.

ACADEMIC PROFILE
· F.S.C (Higher Secondary): 2007-2009 Pakistan Education Academy DUBAI U.A.E, Major in Computer Science.
· Matriculation (Secondary): 1999-2006 Pakistan Education Academy DUBAI U.A.E.
EXPERIENCE
· Green Signal Cargo Packaging (U.A.E):
                       (15Feb09 -10Feb 2010)
                       Worked as an Office Administrator
Duties Assigned:
Management of office equipment.

Handling external or internal communication or management systems.

Managing clerical or other administrative staff.

Organizing, arranging and coordinating meetings.

· Pan Arab Research Center (U.A.E):
                        (21Nov10-21 Nov 2013)

                        Worked as Call Center Agent & Data Entry Operator.

Duties Assigned (Call Center Agent):

Obtaining client information by answering telephone calls; verifying information.
Determine eligibility by comparing client information to requirements.
Establishing policies by entering client information.
Informing clients by explaining procedures; answering questions; providing information.

Maintaining and improving quality results by adhering to standards and guidelines; recommending improved procedures.

Duties Assigned (Data Entry Operator):

Checking source documents for accuracy.

Verifying data and correct data where necessary
Obtaining further information for incomplete documents.

Combining and rearrange data from source documents where required

Entering data from source documents into prescribed computer database, files and forms

· Pan Arab Research Center (U.A.E):
           (Jan 2014- 2017)
                       Promoted & Working as Supervisor.
Duties Assigned:
Manage a team of call center agents. 
Be available to affect the entirety of the team’s operations. 
Manage by walking around. Be visible to answer questions. 
Take calls that your agents can’t handle and be available when an agent appears to need assistance. 
Monitor queue and track outbound calls. Keep agents aware of outbound calls, calls waiting, abandonment rate, etc. 
Motivate and encourage agents through positive communication and feedback.
COMMUNICATIONS SKILLS & PERSONALITY
Extensive experience with public speaking, including voice & dialogue training.

Strong ability to work in teams and collaborations.

Easily adjust in any suitable atmosphere.

Work well under pressure Flexible Quick learner Leadership skills Enthusiastic Assertive.
Areas of Expertise
· Customer service

· Organizing staff

· Marketing campaigns

· Sales

· Data entry

· Supervising
PERSONAL INFORMATION
Father’s name: 
 Inamm Raza.
Marital Status:
 Single..

Nationality:
 Pakistani.
Religion:           Islam.

Visa:
            Father’s Visa. [image: image1.png]



