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EDUCATION

Feb 2006-Mar 2009 London Metropolitan University   
London, UK                               
 


BA (Joint Honours) International Business and Marketing

· Degree classification: Upper Second Class (2:1)

· Merit Scholarship holder

· Modules studied: marketing communications, marketing planning and control, services and strategic marketing, international purchasing, international economy, operations management

Sept 2004-Jun 2005
 Arab Unity School 
Dubai, UAE       
  


GCE A levels
· Economics (A), Accounting (A) and Business Studies (B)

WORK EXPERIENCE
Oct 2009-present
British Library: Finance and Corporate Services
London, UK   
Job Title: Corporate Archives Assistant

· Duties involve compiling and cataloguing lists of material stored in the British Library Corporate Archive

· Managing and updating corporate records to reflect as objectively and accurately as possible all aspects of the British Library’s past and present activities 
· To identify material recorded as being on loan and recall to ensure correct details are listed. Also, re-housing records in archival-grade containers where appropriate, label containers and add to the location guide

· Achievement in providing direct assistance in the digitizing project for devising a new integrated catalogue for Archives

Jul-Sept 2008
British Library: Business and I.P.  Centre 
London, UK     
  
Job Title1: Marketing Assistant Internship

· Devised and implemented a marketing campaign for the new e-courses launched on intellectual property, over a period of three months

· Wrote a marketing plan from the scratch. Also undertook extensive desk-research using a variety of databases such as FAME, Factive and OneSource in order to create mailing lists and other multiple research assignments
· Wrote copies for an e-flyer and printed A5 flyer which were distributed to key clients. Task involved liaising with the design office to develop the right structure/design.
· Wrote intranet articles and e-newsletter which was published on the Business Links website to promote the e-courses. 
Mar 2007-Oct 2009
British Library: Reading rooms                            
London, UK 
   
Job Title 2: Leading Library Assistant  



· Directly responsible for managing the Issue Desk of reading rooms with a normal capacity of over 75 seats and an average occupancy rate of 90 percent
· Job outlines taking a leading role in: issuing books to readers, dealing and resolving reader queries, shelf maintenance and replacement of periodicals and monographs
· Human resource management involving the orientation and mentoring of new employees using strong interpersonal skills

· Have been an active member of the team which has successfully assisted in achieving customer satisfaction target of 92 percent. So far the customer satisfaction rate has exceeded to 96 percent exemplifying excellent performances
Apr 2006-present
Sainsbury’s 
London, UK   
Job Title: Customer Service Representative
· Duties involve cash handling, office work, supervising the staff and dressing the shop

· Dealing with customer service issues in a demanding environment with the use of excellent communication and administrative skills

· Have helped in surpassing like-for-like sales target by 15.7 percent and achieved 100 percent MCM (mystery customer measure) results with exceptional customer service and efficient team working
DISTINCTIVE PROJECTS
Sept 2008-Jan 2009
Headed a consultancy project on a leading car manufacturer aimed at investigating and resolving their current marketing issues. Ideas and suggestions were designed to cap market potentials profitably
Sept 2008-Jan 2009
Wrote an essay on the review of the Asian financial crisis in 1997 and the similarities it construed to the current economic scenario

Feb 2008-May 2008 
Engineered a detailed marketing plan highlighting the steps to be taken in launch of a new Hi-fi music system

Sept 2007-Jan 2008
Wrote a dissertation on the impact of recession on functions of marketing. Findings concluded recommendations that would safeguard companies during times of economic constrains
LEADERSHIP








Role: Leading Library Assistant
Demonstrates an ability to motivate others and reach team goals. The Library’s books ordering system had failed to work so I had arranged an emergency meeting for my Line Manager to discuss the alternatives. I, being a leader, trained my team first on the parallel system, delegated different tasks and made sure that readers were informed about the setback. All in all, we had achieved a hassle-free day with satisfied customers, colleagues and the Manager. 

INTERPERSONAL SENSITIVITY






Role: Leading Library Assistant
On one particular occasion, an elderly reader was severely distraught upon receiving a wrong publication and was being difficult to my colleague. I stepped in and at first listened to his complaint without any interruptions and empathised about how he must be feeling. I then explained to him clearly that what he had received was the latest edition we had held and suggested other libraries where he may enquire. Upon apologising for the inconvenience he became calm and appreciated my guidance. 

CREATIVITY AND INNOVATION






Role: Marketing Assistant
Working on marketing of the new e-courses demanded significant creativity. I had to think out-of-the-box to find different platforms where they could be promoted. Therefore, I researched and contacted a business support service organisation called Business Links which encourages inventions and innovative ideology. They found this product invaluable and asked me to write an article about these courses. The article was hugely acclaimed and became a successful part of the marketing campaign.
OTHER TRAINING COURSES
Oct 2008
Customer Service Excellence 
London, UK

Sept 2008
Writing Effective Copies for Marketing: leaflets, newsletters and press releases 
London, UK

Jan 2006 
Cambridge IT Skills Award: Microsoft Office package and electronic communications 
Dubai, UAE   

EXTRA CURRICULAR ACTVITIES 

· Was an ambassador for Emirates Environmental Group and a captain for ‘Saving the World’ organisation.

· Have volunteered for many charitable projects by the likes of Medicins Sans Frontier, Shell group and BEA 

· Winner of the Annual Quiz Competition at school and Green World public speaking competition

