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Personal Statement
The ‘Right Attitude’ in today’s service industry and a strong belief in the fact that ‘Communication breaks all barriers’ are one of my greatest strengths. Challenging deadlines and achieving goals excites me the most.

Professional Experience
Client Service Officer (Dubai Airport Arrivals Desk)
Budget Group  Dubai, U.A.E. 





July 2014 – Present
· Handling Daily, weekly and monthly orders for car rentals
· Filing documents for the customers and simplifying rental procedures for them.
· Data entry for all the orders and creating closures to deals with use of Armada software.
· Coordinating with operations for rental orders.
HR executive 

Permasteelisa Gartner Middle East  Dubai, U.A.E. 





April 2011 – June 2011
· Handling visa issues of the employees
· Filing documents pertaining to employee leaves

· Approval of Sick leaves for staff

· Coordinating with finance department for payroll and bonuses
Freelance promotions and events  

Various companies -Dubai, U.A.E. 

December 2011 – Dubai Film Festival 

· Assisting VIP guests towards designated movie screenings and PR events.
May 2011 - Data entry & market research – AMRB Research organization

· Surveys conducted on credit card promotions for various financial institutes.
January 2010- Emaar Group (2 days)

· Flyer distribution & information to tourists about Burj Khalifa opening at Downtown Dubai.
Internships
Student coordinator and event management 

Symbiosis Centre of International Education (SCIE)





November 2013 – April 2014

· Paid internship offered by SCIE for coordinating with students from all Symbiosis colleges in Pune, India.  
· Promoting events throughout, participating in selection process for potential participants for inter college festivals.
· Contacting and convincing sponsors & local malls for investing in college events.
· Coordinating with college faculty for necessary permissions.

· Setting up for product marketing stalls for companies.

· Managing social media such as Facebook. Twitter, instagram and website layouts for six events.  
· Events include : International Relations Conference, Unify, Rock Fest and Reliance flashmob 
Education

· 2014 :Successful completion of Business Administration with Information Technology from Symbiosis Institute of Computer Studies and Research Pune, India, SICSR

· 2011: Successful completion of Grade XII (CBSE) from The Indian High School,Dubai Obtained highest average in Marketing and Information Technology.

· 2009: Successful completion of Grade X (CBSE) from The Indian High School, Dubai .
Computer Skills & Training

· Well versed in Windows Office  (Excel, Word, PowerPoint, Outlook) & Windows XP

· Business writing 

· Well versed with CRM software, PHP and web development, Java, Drupal and SQL.

Extra Curricular Activities

· Choreographer at UNIFY fest, Pune

· Played football at district level for SICSR college
· Awarded the Best Batsman for Indoor Cricket held by College

Sports coordinator for two consecutive years at Symbiosis Institute of Computer Studies and Research Pune
Personal Dossier

Date & Place of Birth:    26th December, 1993  (Dubai, U.A.E.)

Citizenship:
                 Indian

Visa Status:
                 Employer Visa
Marital Status:                 Single 
Languages:

  English, Hindi, Sindhi 
                 Areas of Interest:             Marketing, Communication, IT, events and Business and Finance.


