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	Nationality
	French

	Sex
	Female

	Visa status
	Father's Visa

	Date of birth
	7th October, 1992


	Objective
	
	To seek a responsible position within a reputed organization to utilize my knowledge, expertise and communication skills to contribute to the enhancement and success of the organization as well as the growth of my career.

	Education
	
	BA (Hons) in Marketing, Anglia Ruskin University, UK
Major in: 

· Marketing 

· Financial Management

· Business Law



	Experiences
	
	Trainee: Metscon IT Systems LLC in Human Resources
· Handling On-boarding process for candidates.

· Prepared offer letter for new joinees, candidate benefits, employment visa process, family visa process, visa cancellation process, medical insurance process, emirates ID card, labour card and contract, issuing salary transfer letter, loan letters, and no objection letters.

· Handled other administration work.

· Maintained employee records.

· Communicate and coordinate for recruitment of professionals from Asian & European countries.

· Handled facility management (Purchasing Management).

· Prepared skill set database.

· Prepared statistics report for the company’s various projects.

· Coordinate interviews for candidates with HR team in India.
Trainee: CNS in IT Service Desk
· Assisting in design, implement and maintain systems hardware and software.

· Configuration. To Troubleshoot and address the complex desktop systems.

· Receiving and assigning the service calls, both via phone and emails or other media to the concerned teams.

· Administer and support break down calls and implementation calls from customer, in-house, vendor etc and CNS.

· Executing the required coordination and follow ups on the calls. To be the first point of contact in service desk and assist in trouble shoot. 
· Providing generalist support to a numbers of desktops applications and IT peripherals for AMC, Warranty, In-House, Customers etc.
· Perform client callback after engineer resolving. To create/ provide various reports on calls to the management and customers upon request. 
· Perform other similar responsibilities and related duties as and when assigned by direct supervisor or management.
Trainee: Emirates NBD in Customer Service
· Handled customer complaints and assisted in servicing their banking requests.

· Registered and maintained Cheque inventory

· Tracked salary processing for the bank’s corporate customers.

· Tracked Application forms

	Language Ability
	
	French, English, Hindi, Urdu, Tamil

	Personal Skills
	
	Excellent written and verbal communication skills, with an eye for detail.

Keen sense of organizational goals.

Adaptable and flexible with the capability to accept change.

Handle multiple tasks concurrently.

Self-starter with a ‘can do’ attitude.

Ability to work under pressure and meet tight deadlines.

Strong presentation and interpersonal skills.

Team co-ordination and dedication.


	Other skills
	
	Windows and Mac

MS Office (Excel, Word, PowerPoint)

Knowledge on GDS (global distribution system)-SABRE

Ability to use Photo Editing Software, Website building and Adobe Photoshop

E-mail and Internet Navigation

Customer Service

Social Marketing

Service Desk
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