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OBJECTIVE

To work in a challenging business support positions such as office administration, Project Coordination, HR Coordination and Customer Service in a  progressive organization that will utilize my professional skills, knowledge, experience and creativity for growth and profitability
PERSONAL PROFILE

Highly motivated & dedicated professional having good communication & interpersonal skills with experience in handling client relations responsibilities. Proven ability to thrive in both independent & collaborative work environments. Experience in working in multicultural environments. 
EDUCATION


Post-Graduate Degree in Literature (1999)
Bachelor of Science (1997)
EXPERIENCE
Training Services- Dubai



       01 Jan2009 – 30 Jun2011

Job profile – Business Support

· Supporting the Business Development Team (Middle East & Europe) in preparation of contracts, follow up with the client on contract closure. 
· Managing the calendar/travel agendas/ blocking training programs and follow up programes for the training consultants
· Conduct conferences with senior management on the preparatory steps of the training program
· Ensuring completion of all preparatory steps before the arrival of the training consultants onsite

· Office administration
- Dubai                       

 July 2005- April 2007
Mohamed Al Geziry Consultancy is a leading Hospitality, Leisure and Tourism Consultancy based in Dubai. Their clients include government, semi government and hospitality industries.
Job profile – Project/ Administative assistant

· Involved with projects concerning the Sharjah Commerce and Tourism Development Authority (SCTDA), Dubai Tourism and Commerce Marketing (DTCM), Dubai Visitor Survey Bestcities Project 
· Research on the classification of hotels, hotel survey, feasibility studies, assistance in organizing events (Emirates Brochure Launch and Arabian Travel Market)and administrative tasks related to the same
Dess Technologies – Mumbai, India

     

 Dec 2001 – Aug 2002
DESS Technologies is a leading technology solution provider – specialized in software solutions in the areas of Imaging, Document and workflow management

Job profile - Customer Service / HR / Administrative Coordinator

· HR support activities, Administration as well as customer interaction procedures, managed Data-Operators
· Collection of daily reports, managed employee tally sheet for the preparation of salary, handled customer relations/queries.

HDFC bank  – Mumbai, India     


                        Aug. 2001 – Nov 2001
HDFC is a leading private bank in India focused on wholesale banking, retail banking & treasury operations.

Job profile -Telemarketing Executive

Telemarketing of banking products such as savings and fixed deposits accounts.

EXTRA CURRICULAR ACTIVITIES

Was president of nature club during graduation. Participated in activities related to youth festivals like dramatics, music competitions etc.
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