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SANDRA
Email Address: Sandra.149778@2freemail.com 

To seek a challenging job by utilizing the knowledge and work experience, and be a part of an efficient organization 
that seeks an ambitious and career conscious person, dynamically works towards the growth of the organization and
to be among the great achievers, now looking for a suitable position with an ambitious & exciting company
Employment Record
CURRENT EMPLOYMENT- Branch Manager- Corporate (November 2011 - PRESENT)
UAE EXCHANGE CENTRE LLC (SHARJAH)
UAE EXCHANGE CENTRE LLC is a leading exchange house in Middle East, company’s major business
 Activities include swift transfer’s .Xpress transfers, Western union transfers, Sale and Purchase of
Foreign currencies, etc.
· Provide administrative support to both staffs & supervisors, supervise front desk staff
· Directly report to the Management & coordinate with all departments.
· Prepare work schedules and assign specific duties.
· Handling all the corporate transactions
· Preparation of day to day reports for the entire activities of the branch & finalize the day end process & report to
       the management
· Receive and process incoming and outgoing mails.
· Interaction with the customers regarding company products & services and get maximum number of sale,
· Maintain record of existing & new customers for follow up and business promotions.
· Handle queries & maintain client relation and customer satisfaction
· Manage customer relations & provided exemplary services to all customer
Professional Qualifications

· Have 9 year experience in Co-ordination / Office Administration / Customer service/Cash handling/Teller in UAE.
Experience gained in UAE: - 9 years 
· Organization: Nasser International Services 
Role: Administration Manager. 
Duration                     : 05/05/2007 to 31/03/2009
 Organization: UAE Exchange Centre LLC

Duration                    : 01/06/2009 till present

Role:  Corporate Manager
ACADAMIC QUALIFICATIONS
· MBA (Master of Business Administration)
· Secondary School Education- Emirates National School- Sharjah 
Skills
· Familiar with MS Office applications  / Computer literate / Tally 7.2 version
· Good written, oral and interpersonal communication skills
· Have excellent communication, convincing, influencing & negotiation skills.
· Pro-active, flexible and can work on own initiative.
· Highly motivated and lively personality
· Team player with individual initiative.
· Fast learner and can work in minimum supervision
· Friendly & pleasing mannered and can get along with people well.
· Ability to work to tight deadlines and multi-task
PERSONAL DETAILS                                                                                                                                                                                       
Full Name

: Sandra

Date of Birth

: 08 Th May 1980
Nationality

: Indian
 
Marital status

: Married



Visa Status

: Visit Visa

Driving License

: Under process
I do hereby declare that the above particulars are correct & true to the best of my knowledge. 
                                                                                                    Yours faithfully

                                                                                                        SANDRA




