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PERSONAL PROFILE
I am a seasoned professional with 5+ years of well diverse experience in South Asia and UAE market. I have vast exposure within media industry which covers, Radio, Television and Advertisement sector. I have around 2 year experience in Northern Emirates UAE (RAK & Fujairah) as executive customer service & admin. Below are my key skills.
· Effective and efficient communication skills 
· Handling & Controlling documents 
· Handling office Administration 
· Secretarial Role 
· Building and sustaining relationships with clients 
I have good aptitude for information technology. My technology skills include MS Outlook and Microsoft office applications.
My aspirations are to continue to grow and to move into Senior Manager Level.
EMPLOYMENT HISTORY
CUSTOMER SERVICE & ADMIN ASSISTANT
(APR 2012 – APR 2014)
RIVIERIA BEAUTY CENTRE, UAE
Riviera Beauty Centre started its activities in 2002 in Ras Al Khaimah. Soon after this significant date, it opened a branch in Dubai, Al Fujairah, Qatar, and Lebanon to fulfill the demands of modern women. Rivieria is one of few Multinational Beauty Centers which have existence in more than one country.
Below were my key roles in Rivieria:
1) Attending all customer calls and answering all inquiries. E.g. services offered, rates, timings, seasonal offers and packages 
2) Managing all activities at main reception. 
3) Taking care of all administration activities of RAK branch for 1st year and Fujairah Branch in 2014. E.g. Liaising with Driver, PRO and other Staff regarding day to day tasks. 
4) Maintaining time sheet and leave register of all staff for preparation of payroll data. 
5) Managing petty cash float of RAK & Fujairah branch. (AED 5000 Limit) 
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6)
Filing all invoices and bills for accounts purpose.
T.V ANCHOR
(MAR 2008 - DEC 2009)
Star Asia & Punjab T.V, Lahore Pakistan
My most challenging role in entire career was being an anchor for local T.V channel. First in Star Asia and later in Punjab T.V .Being female I found it hard to adjust with variable timings and shifts in first few months. I was tested for my nerves in situation of intense pressure and urgency. Being News caster you must be ready 24/7 in absence of fellow news casters in required.
Below were my key roles:
1. Liaising with editors to finalize and plan News schedule 
2. Compiling slides prepared by team and checking for  any typo error 
3. Coordinating with producer in finalization of set 
4. Coordinating with makeup artist and other members of team before going live 
RADIO D.J (Disc Jockey)
(FEB 2006 - NOV 2007)
FM 103 & FM 101, Punjab Pakistan
Radio provided me entry in my professional career. It is equally fun and challenging role. One of the biggest challenges which I faced while broadcasting is "dead air," which results when a cued song or ad spot doesn't play or an on-air guest becomes disconnected in the middle of a phone call. I enhanced my communication skills in presence of senior DJ’s who kept me motivated.
Below were my key roles:
1. Entertaining Audience in given time slot 
2. Interviewing guests on regular basis (one guest per week) 
3. Promoting radio station, program and sponsors 
4. Making notes for Statistical purpose and advertiser spots before and during show 
5. Working irregular hours in morning/evening shifts both part time and full time 
6. Giving news updates, traffic reports and weather conditions during scheduled show 
TRAINING & SEMINARS
I have attended several seminars and training sessions during my professional career.
· Beauty World Exhibition 2014, Dubai UAE 
· Women Empowerment Forums (Organized by CWCD, Lahore Pakistan) 
CWCD provides low interest loans to women who are skilled are willing to start their micro industry from home. 2009 
· Visual Communication, In house Training ( Organized by Star Asia) 2008 
· Public Relation, In house Training (Organized by Star Asia) 2008 
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EDUCATION
Masters in Mass Communication (Final Semester, Thesis in Process) 2014
Allama Iqbal Open University, Lahore Pakistan
Bachelors in Economics & Journalism  2005
University of Punjab, Lahore Pakistan
Intermediate (+2)   2003
Lahore Board
Matriculation (10th)  2001
Ikhlas Foundation
INTERESTS
I like to watch and participate in several types of sports. I like swimming, reading books, internet surfing, frequent use of social media, exploration of different cities and places. I also like to watch movies and TV. I am fluent speaker of multiple languages like, English, Urdu, Hindi and Punjabi.
PERSONAL
Date of Birth:  4th July 1985
Nationality:
Pakistan
Marital Status:  Single
References:  Available on request.
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