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CURRICULUM VITAE
salma

salma.352419@2freemail.com  

A challenging and rewarding position that would fully utilize and further enhance my technical expertise and   knowledge accrued over the period of experience  in an environment that fosters development and progress through integrity and hard work. Seeking to fill a challenging position for an established and rapidly growing international organization where I can utilize my skills and knowledge gained through management & business studies and also organizational experience. To build a long term career in an Organization with opportunities for careers growth. To use my skills in the best possible way for achieving the Organization goals. 

· Purchase Negotiation for best Quotation

· Team Building

· Communication

· Compliance

· Planning & Scheduling 

· Quality Control

· Co-ordination

· Access Permit Control & Cost Control 

· Handling

· Filing Handling Documents & Invoice


· Good communication and interpersonal skills with a flair to work in diversified environment.

· Ability to multi task

· Maintaining a “ Can-do” attitude

· Excellent customer service & hospitality skills

· With Bachelors in Business Studies & Management my training and success as an accountant (and most recently with my experience at Cleveland Clinic Abu Dhabi with facilities of construction as access permit department) has ensured that I have excellent communication skills in English, Nepali, Hindi Languages, with a demonstrable ability to ask questions mostly importantly to listen very carefully to effectively meet customer needs. I am a focused, customer service professional with a pleasing telephone manner, a creative problem solver and a logical thinker. I have experience of working in a multi- cultural environment and build sustainable relationships through coaching, advising and utilizing my leadership skills. I am experienced in maintaining data bases and highly proficient in the use of computer 
· programs.
1.  CLEVELAND CLINIC ABU DHABI:

Security Admin/Access Department: From 26 April 2014 to Till Present.

Responsibilities:

· Handling all the visitors coming to visit Cleveland Clinic Abu Dhabi staff members 

· Providing support to the visitors based off on their appointment schedules and also extending support to customers visiting without appointments & guiding them accordingly

· Assist Cleveland Clinic Abu Dhabi caregivers during emergencies & ensuring smooth evacuations.

· Communicating and liaising between employees and department heads to ensure that all parties are informed on developments and progress, at all times. 

· Guiding colleagues and customer through a complex process and satisfactorily handling incidence  of delay in the process

· Recommending process improvements resulting in significant reduction in processing time.

· Creating and maintaining a  positive and collaborative  relationship with other

· Motivating my  team  to achieve high standards with common goal 

· Managing and carrying out the process of data entry for audit and reference purposes and in line with company standard operating procedures.

· Problem solving and providing the very highest level of customer service to employees, visitors and VIPs by telephone, face to face and email.

· Ensures and provides quality service to both internal and external customers
· Reporting accurate information to security supervisor in case of any violence 

· In case of a medical emergency, proactively reaching out for ambulance services as and when needed 

· Not allowing unwanted and unauthorized visitors to approach the work premises in order to avoid commotion.

· Handling all emails related to access permit giving them permit number of CCAD.

· Establishing and managing building access management system form April 26, 2014 to till present.

· Making agenda, book meeting room and deal with Royal protocol and VIP protocol for the visitors to visit CCAD for safety and smooth access. 

2.  Shree Siddhi Children’s Boarding School:

Responsibilities:

Accountant: From 1 April 2009 to 30 April 2012

Purchase / Invoice Department

· Preparing Material Requisition for the store and sub store and process them for Procurement.

· Follow up with supplier for their timely delivery.

· Preparing Material Received Receipt after receiving the material from the supplier on the basis of their delivery note.

· Arranging vehicles for delivering the material to sub-store and site and inspect the material whether the material has arrived according to delivery note.

· Preparing internal receipt of the material for petty cash transaction.

· Prepare internal issue of the material for small transaction.

· Keeping the record of staff attendances their salary, allowances, overdraft, billing, as well as tuition fees of student’s   

· Scheduling meetings with suppliers as per the request of department head.

· Other activities such as handling and updating material sample gallery, file management and assisting the department head in day to day activities.

· Making the annual report.

3.  Worked in own shops as it wholesaler of cosmetics goods:

Responsibilities: From 2006 to 2009

· Keeping   the records of goods, with manufacture date, expiry date & the name of suppliers.

·  Billing & price quotation of goods.

· Preparing transfer note of the material from one store to another.

· Assist in selection of appropriate suppliers and promote good procurement practice with due regards to sustainability and ethical purchasing standards

Bachelor in Business Studies from Tribhuwan Universities, Nepal                                                                                

Major Subject: Accounts, Business Organization & Office Management, 

Economics.    

· Holding a diploma in Computer.
· Holding National Security Institute (NSI) certificate accredited and approved by Private Security Business Department (PSBD) of UAE.
	·  LANGUAGE SKILLS 

	Language
	Reading
	Writing
	Listening
	Speaking

	Nepali & Hindi
	Native
	Native
	Native
	Native

	English
	Fluent
	Excellent
	Very good
	Fluent



· Customer Services Skills.

· Health and Environmental awareness..

· Cleveland Clinic Experience almost more than six month.

· Social responsibility programs and workshops.

· One month Global Banking Training From Global Chartered Studies (P) Ltd, Butwal , Nepal

· Caregiver Experience Training provided by CCAD.
· Hospitality Training provided by CCAD.

· Customer Service training provided by CCAD


· Competent in effective  customer service

· Strong and positive communicator when working with seniors, co-workers and juniors

· Professional skills in crowd control

· Professional in motivating and training co-workers and  juniors to follow site rules and safety procedures

· Good motivator and able to  lead others in a team environment

· Strong decision making and problem solving skills

· Proven ability to manage through others

· Excellent communication skills both written and verbal


I hereby certify that all entries are true, and I agree and understand that any falsification herein, regardless of time of discovery, may cause forfeiture on my part of any employment in the services of this company.
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