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I am a talented, ambitious, and hardworking individual, with broad skills and experience. I am adept at handling multiple tasks on a daily basis competently and at working well under pressure. My key strength is communication, building strong relationships with people in order to deliver the best results.

WORK EXPERIENCE
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Customer Service Representative

Thumbay Hospital [02/2021 – Current ]

City: Ajman

Country: United Arab Emirates

· Identify and assess customers needs to achieve satisfaction, provide accurate valid and complete information by using the right methods/tools.

· Build sustainable relationships and trust with customer accounts through open and interactive communication, take the extra mile to engage customers.

· Handle customer complaints, provide appropriate solutions and alternatives within the time limits; follow up to ensure resolution, manage large amounts of incoming phone calls.

Administrative assistant

Sawa ( Galadari ) [ 07/2019 – 11/2020 ]

City: Dubai

Country: United Arab Emirates

· Organize and schedule appointments, plan meetings and take detailed minutes.

· Update and maintain oﬃce policies and procedures, develop and maintain a filing system.

· Assist in the preparation of regularly scheduled reports, order oﬃce supplies and research new deals and suppliers.

· Liaise with executive and senior administrative assistants to handle requests and queries from senior managers.

Customer Service Representative

Innovate Ideas ( Etisalat ) [ 05/2017 – 05/2019 ]

Country: United Arab Emirates

· Makes outgoing customer calls or cold calls in order to sell products and services, answers questions about product specifications and pricing.

· Maintains a list of potential leads and follows up with those customers by making subsequent sales pitches, explains product pricing and negotiates bulk or package pricing.

· Accurately and eﬃciently enters customer information into company databases for mailing and billing purposes

National institute of Management and computer science

Receptionist cum Administrator [ 2015 – 2017 ]

Country: Pakistan

• Assists oﬃce staﬀ in maintaining files and databases
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Prepares reports, presentations, memorandums, proposals and correspondence

· Monitors oﬃce operations, tracks oﬃce supply inventory and approves supply orders

· Supervises all administrative personnel.

EDUCATION
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Bachelors of Business Administration (Hons) in HRM

Virtual University of Pakistan

DIGITAL SKILLS

[image: image7.png]



Internet E-mail and Social Media / Microsoft Oﬃce: Microsoft Word, Microsoft Excel, Microsoft PowerPoint

ORGANISATIONAL SKILLS
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Key Skills

· Strategic planning.

· Attention to detail.

· Teamwork

· Self-motivation

· Time management

To arrange interview of candidate, please contact us
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