

PERSONAL INFORMATION

	Full Name
	Atiya 

	Date of Birth
	16 July 1988

	Nationality
	Pakistani 

	Marital Status
	Single

	Language Spoken
	English (Proficient: Writing and Speaking), Urdu

	E-mail
	Atiya.68857@2freemail.com 


OBJECTIVE

Exceptionally skilled Business & Product Development & Relations and Administration expert looking for a challenging

Position in dynamic organization that will allow the utilization and enhancement of my skills and expertise.

PROFESSIONAL QUALIFICATION

· Bachelor of Business Administration
Under graduating from Skyline University, Sharjah, U.A.E,
 In International Business
· High School



 Pakistan Education Academy, Dubai
COMPUTER KNOWLEDGE

· MS Office (Word / Excel / Power Point / Access / Front Page)

· Internet / Email Operations

· Basic knowledge of troubleshooting

EMPLOYMENT HISTORY

       Panama Consulate                                                                           Assistant to the Consul General

       December 08 – February 09                                                            (Dubai, U.A.E)

· Maintaining and keeping all the files in order
· Booking appointments for the consul general
· Having hold of her daily basis work 
· Also helped in the maritime department dealing with extensions and taxes for our clients
· Worked as a receptionist for some time as well
       First Choice Real Estate




Customer Relations 

       September 08 – October 08

               

Officer (Dubai, U.A.E)

· Maintaining relationship with existing clients– local & international

· Handling documentation related to the projects from start till end

· Corresponding with the developers office & internal accounts for payment follow ups
· Receiving & follow up complaints & queries

· Preparing sales & purchase contracts for the clients

· Well versed about exhibition arrangements.
· Also single handedly managed sales events 

  Privilege Club – Crown Plaza Hotel Jumeirah


Telemarketing 



      January 08 – April 08


               
Executive (Dubai, U.A.E)
· Approaching high net worth clients

· Spreading brand awareness

· Assisting customers with quires

· Execution of new marketing & business strategies.

· Achieved monthly sales target of AED 500,000.00 on customary basis
· Well versed about the market trends 

      Gulf News – Al Nisr Publishing




Customer Service 



       October 07 – December 07


              

 Agent (Dubai, U.A.E)
· Handling customer complaints and assisting them with their quires 
· Calling subscribers for the renewal or new orders

· Making orders for subscribers
· Summiting daily reports to the team leader

· Well versed about the market trends & pricing strategy

PROFESSIONAL ABILITIES

· Result-oriented with comprehensive experience Business Development & Relationship Management.

· Strong troubleshooting and organizational skills.

· Flexible and analytical with a keen eye for details; skilled in synthesizing and editing information to achieve overall objectives.
· Self-motivated with the ability to work well under pressure & meet deadlines with ease.

· Well-versed with multitudes of different cultures. Fluent in English, Arabic, Urdu, Hindi & Punjabi.  

· Computer literate and the ability to acquire technical skills easily. Computer experience includes MS Office and various Internet applications.

· Sound understanding of business issue and concept. 

· Excellent interpersonal skills and persuasive abilities.
STRENGTH

· Young, energetic & effective with a positive attitude.
· Pleasing personality.
· Excellent interpersonal and communication skills.
· Good team player.
· Sincere and Systematic Quality work.
· Practically very strong.
HOBBIES

Badminton, Volleyball, Travelling & discovering new places.

REFERENCES 
Professional, Personal and Academic references available upon request.
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