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	Creative and dynamic professional with more than 9 years experience within diversified industries offering broad based competencies in customer service and general administration. Aspiring to leverage background in sales, public relations and presentation to excel in a business development/ marketing position. Eager to apply theoretical knowledge in benchmarking, employee empowerment and total quality management to positively contribute to business growth. Demonstrated ability to develop good relationships with individuals with excellent organisational and administrative skills, presentable personality and professional business style. On husband’s visa with UAE D/L + own car. 


	Strengths

	· 2+ years professional experience in Gulf
	· Capabilities in business development 

	· Ability to draft competitive business strategies
	· Financial management & accounting skills

	· Accurate with keen eye for detail
	· Aptitude in opportunity identification

	· Can work independently or in a team
	· Proficiency  in using computer programs


	Education
	

	

	Bachelor’s degree in Business Administration, Cooperative University of Colombia 
	2006


	Achievements
	

	· Consistently demonstrated flexibility in working well in cross-functional teams even under pressure with a good sense of urgency to complete tasks within strict deadlines.

· Displayed abilities in handling problems as opportunities and dealing with leading change.  
· Exposed with public relation related duties essential in expanding business network and market.


	Experience Snapshot
	

	

	Project Coordinator, Nokia Siemens Network, Dubai, U.A.E. (ww.nokiasiemensnetworks.com)
	Mar 08 – Nov 09

	One of the largest telecommunications equipment suppliers in the world.


	Sales Executive, Massimo Dutti – Azadea Group, Dubai, U.A.E. (www.azadea.com)  
	Feb 07 – Feb 08

	One of the world's fastest growing retail groups.

 

	Administrative Assistant, Coomuldesan, Colombia
	Jan 03 – Sept 06

	A reputed organization providing financial services to employees working in the Department of Education.
 

	Customer Service Officer, Finsema, Colombia 
	Jan 99 – Dec 02

	A company managing health services offered to employees in the Department of Education.


	Capabilities
	

	Business Development 
· Practice and apply management theories together with latest technology, market information and business know how to gain momentum in assigned services.

· Gain a thorough understanding of company’s objectives in order to create strategies aimed at identifying and winning new business as well as ways to distinguish itself in the market.  

· Share best practices, ideas, approaches, know-how, cross-selling opportunities, and market-knowledge between various market groups across the firm.

· Develop long term relationships with existing clients to generate a pipeline of repeat or referral business.

· Maintain awareness of developments in the relevant industry on how they could affect sales.


	Marketing 
· Conduct market research, formulate analysis on market information and business trends and assist in creating competitive business strategies.  

· Execute strategies for penetrating new markets and increase market share for existing services.

· Establish and maintain cooperative relationships with representatives of the media, community, customers, employees and other relevant stakeholders.

· Organize marketing events, advertising, and promotions and oversee its implementation.  

· Possess the energy and enthusiasm to drive new business initiatives, influence key decision makers, analyse and deliver results whilst paying attention to detail.

	


	Proven Job Role
	

	Project Coordinator – Nokia Siemens Network 
· Prepared and distributed various reports such as Site Level report, Billing Block Received, Purchase Order Status, and Ageing High Level, among others.

· Used IPM (Integration Project Management) tool for site and candidate creation; which is a platform that contains and consolidates information from multiple sources to one interface to synchronize activities.

· Extended assistance to Partner key users regarding request for account information, accounts administration, and basic training. Also managed cluster alignment.

· Handled problematic cases for missing data or wrong assignments in SAQ, CW, TI and documentation.

· Provided efficient support to the Dubai team for the first four months
· Scope of responsibilities included file management, processing leasing contracts, updating database, managing meetings, appointments and schedules, as well as liaising with subcontractors and Finance. 



	Sales Executive – Azadea Group 

· Assigned at the Massimo Dutti store at the Mall of the Emirates performed sales activities.

· Interacted with customer on behalf of the outlet and provided excellent customer service to heighten the sales opportunity of each business contact.

· Explained merchandise on offer emphasizing features and benefits and convinced them to buy the same.

· Assisted in maintaining proper inventory levels and shift audits besides handling cash shortages and other selling expenses.

· Established excellent business relationship with clients to ensure loyalty and business retention.


	Administrative Assistant – Coomuldesan
· Assigned at the Human resource department assisted in recruitment activities by screening and referring applicants to hiring personnel. 

· In charge with processing payments and refunds, performing monthly account reconciliation, handling bank transactions, monitoring credit, and converting excel data into the company information system.

· Maintained a reliable and up-to-date database. 

 

	Customer Service Officer – Finsema

· Engaged in adding, managing and updating information in the customer database and archives.

· Organized customer records including clinical histories according to user’s identification.

· Provided information to customers on company services as well as doctors affiliated with the firm.


	IT Skills
	

	· Familiar with IPM tool, a platform for Nokia Siemens network.

· Proficient in MS Office Suite, Internet and E-mail applications.


	Personal Details
	

	

	Nationality
	:
	Colombian

	Date of Birth
	: 
	1st June 1979

	Marital Status
	: 
	Married

	
	
	

	
	
	

	Languages
	:
	English & Spanish
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