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CUSTOMER SERVICE EXECUTIVE


PROFESSIONAL SYNOPSIS

Young, energetic and highly talented professional with distinguished record of academic performance and professional achievements with 11 years of experience in UAE/ Pakistan. Organized and analytical with capacity to easily master new tasks and manage multiple responsibilities without compromise on quality and productivity.  Leader with strong organizational skills, and the ability to work effectively under pressure and stress.  Good sense of humour. Genuine commitment to customer satisfaction. 

Team-oriented, attentive to detail, and organized, with a flair for establishing rapport with people from diverse backgrounds and cultures.  Ability to build strong rapport with personnel, customers, and associates based on knowledge, professionalism, and integrity.  Demonstrated commitment to learning new skills and procedures.  Self-motivated; comfortable taking the initiative and working independently.   Seeking a challenging position in Customer Service with dynamic organization that welcomes initiative and dedication and demands excellence in consistently meeting business objective and exceeding standards.



CORE COMPETENCIES
	►Customer Relationship Management
►Team Building &Leadership
►Customer Needs Assessment
►Front Office Management
►Office Procedures & Practice
►Professional Telephone Demeanor
	►Planning & Organizing

►Customer Focused
►Training / Development /  Motivation
►Confidence Builder
►People and Service Orientation
►Critical Problem Analysis/Resolution




PROFESSIONAL EXPERIENCE AND ACCOMPLISHMENTS
ARAB UNITY SCHOOL








      2007-2008
Teacher









        Dubai, UAE
· Instruct children in activities designed to promote social, physical and intellectual growth.

· Plan activities that would stimulate growth in language, social and motor skills.

· Activities and skills include learning to listen to instructions, playing with others and using play equipment.

· Alternated periods of strenuous activity with periods of rest and light activity to avoid over stimulation and fatigue.

· Observe children in order to detect signs of ill health, emotional disturbance and to evaluate progress.

· Discuss student problems and progress with parents.

OXFORD HIGH SCHOOL







   2001-2002
Teacher                     







        Karachi, PAKISTAN
· Managing classroom of 4 to 5 Grades students, teaching Science and Social Studies.   

· Developed lesson plans that met varied student needs, evaluated and assessed children’s development, and implemented study methodologies to enhance children’s progress.  Developed and maintained strong relationships with fellow staff and administrators.

· Prepared course objectives and outline for course of study.

· Administered tests to evaluate pupil progress, recorded results and issued reports to inform parents of progress.

· Kept attendance records. Maintained discipline in classroom. 

· Met with parents to discuss student progress and problems.
· Participated in faculty and professional meetings, educational conferences and teacher training workshops including helping the administration in organizing Sports activities, Annual Functions, Parents-Teacher meeting and outdoor activities like Picnic trips and various competitions.
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· Ensured and assisted in maintaining healthy and safe environment for children to explore without undue risks.

· Earned praise from lead teacher on teaching abilities based on achievements of academic goals and overall performance. Consistently maintained top performance rating in principal's evaluations for achieving excellent results in examination.
PUBLIC MODEL SCHOOL
                   




 
 1997 – 2000

Teacher







              Islamabad, PAKISTAN
· Teaching learning behavior, reading readiness, language development, social science, personal hygiene, music, and art to children.
· Develop implement and encourage activities to promote their physical, mental and social development.

· Supervise activities, field visits, group discussions and dramatic play acting.

· Stimulate interest in and broadened understanding of their physical and social environment.

· Foster cooperative social behavior through games and group projects.

· Assist children in forming satisfying relationships with other children and adults.

· Encourage students in singing, dancing, rhythmic activities and in the use of art materials.

· Promote self-expression and appreciation of esthetic experience.

· Instruct children in the practices of personal cleanliness and self care.

Work History



ACADEMIC & PROFESSIONAL QUALIFICATIONS


Masters in Education, Karachi University


Bachelors of Arts, Karachi University



CERTIFICATIONS
· Diploma Course of Modern Montessori Training from New Century Education Affiliated to USA

· Certificate of participation in all Curricular and Co-Curricular activities organized by the Department of Education.

· Certificate in English Language from Domino Institute, Karachi, Pakistan

· Certificate for Teacher Resource Centre.

· Full Attendance Certificate for Modern Montessori Training.



TECHNICAL SKILLS
Proficient in the use of: MS-Office (Word/Excel/PowerPoint) Internet & Emailing


    PERSONAL DETAILS
Nationality: Pakistani
Gender: Female
Marital Status: Married

Visa Status: Residence 
Date of Birth: 11-2-1974 
Languages: English / Urdu / Hindi / Punjabi
