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SABA 
EMAIL: saba-389948@2freemail.com
 Excellent organizational and administration skills, with experience in dealing with customers and high level workloads within strict deadlines. Now looking to start a new challenging career, within a customer facing, administration position.

	Key Skills and Experience 

	
	      •  Customer Service
	   •  Retail sales

	
	      •   Cashier
	   •  Receptionist

	
	      •  Secretary
	   •  Fluent English 

	
	
	



             Education

   SECONDARY SCHOOL CERTIFICATE , MUMBAI (INDIA)

Year 2010

                              HIGHER SECONDARY EDUCATION , MUMBAI (INDIA)

Year 2012

                                   


            Computer skill

 MS office

                  Internet surfing / browsing / managing of E-mail Record


     Professional profile

 I have five year working experience in the different field of sales executive in different companies.. I am result oriented and swift decision making person have desire to become a part of an environment where performance is preliminary factor for rapid professional growth. I am also target oriented and will to take challenge and creative task.


                 Professional Experience

6  Oscar Real Estate (Dubai)
     Receptionist  & Secretary
     Since Mar 20th 2016 to 21 st Dec 2018 
5  Bestseller Retail India Pvt Ltd

    Fashion consultant 

    Since Nov 7th 2015 to 31 st Dec 2016 
4  Al Matrooshi Advocates & Legal Consultants (Dubai)
     Receptionist  & Secretary
    Since June 2014 to  June 2015
3  Zara(Inditex Pvt Ltd)

  Sale Assistant

  Since 29th of june 2012 to Sep 2012

2  Van Heusen (Aditya Birla Group Pvt Ltd)

    Sale Executive

    Since 7th June 2010 to May 2012

1  Chambor (cosmetic brand)

     Sale Executive 

    Since april 21st 2009 to May 2010

                                       Duties & Responsibility

· All kind of Office Related work.

· To check the site work progress deliveries etc.

· Follow up progress as per program.

· Reviewing variation and claims.

· Implement the instruction for office and site and follow up its execution.

· Follow up work on daily basis as per specification.

· Generate daily sales and order placing report.                 

· Working as receptionist com sales representative

· Making and receiving all kinds of calls

· Sending and receiving all kinds of E – Mails and forwarding to concerning authorities

· Documents copying and scanning

· All kinds of documentations

· Making calls to get orders

· Arranging deliveries and follow-up

· Making L.P.O

· Receiving shipments and arranging as per requirement.

· Generating summary of the day.

· Perform routine clerical and administrative functions such as drafting correspondence, scheduling appointments, organizing and maintaining paper and electronic files, or providing information to callers

        Personal Details

· Name

       : Saba Ar Shaikh
· DOB                                 : 02/02/1992

· Religion 
       :Muslim

· Nationality 
       :Indian

· Marital 

       :Married

· Language 
      :English & Hindi
· Visa Status                           :Husband visa

· Visa Expiry                         : 01/10/2019

    














    








