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     Personal Details

DOB                 :  1988/07/21

Sex                   :  Female

Marital Status :  Single
Religion          :  Hindu

Nationality     :  Indian

     Languages Known

Spoken& Written – English, Hindi & Sindhi – Excellent               

   Visa Status

Visit visa
INTERESTS&HOBBIES

Reading, Music & Travel
STRENGTHS   :
· Ability to establish instant rapport with clients and colleagues.
· Ability to work with colleagues as a team and lead by example.
· Absolute commitment towards any job assigned and contribute through innovative and original ideas.
· Ability to complete time bound assignments.
· Possess and maintain a keen eye on aesthetics
COMMITMENT:
To genuinely work towards the overall progress of the organization I work for.
	Gulfjobseeker.com CV No: 1455564
Mobile +971504753686, +971505905010  

cvdatabase[@]gulfjobseeker.com

To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php
Career Objective

To pursue a dynamic career in an organization where I can explore the best of my capabilities and strengths, thereby contributing towards Organizational & Personal growth in the better effective and efficient manner.
PERSONAL CHARACTERISTICS AND ATTRIBUTES
· 3 years experience in  activities  nglicash hand out of which 2.5year in UAE
· Expertise in handling foreign currencies.
· Rich  .Experience in Customer Service 
· Comprehensive problem solving abilities, excellent verbal and written communication skills, ability to deal with people diplomatically.
· Can work in any work pressured situation. Willingness to learn, team facilitator and hard worker.
CORE COMPETENCIES
· Rich experience in Cash Handling.
· Cross selling Other products.
· Experience in Forex Counter Sales.
· Smoothly handling the customer and aptly convincing.
· Customer Relation & Services.
·    Experience in computer application like Excel, MS Word, Power point etc.
Work Experience

EMPLOYMENT HISTORY:

· WORKING FROM 2013 TO JAN 2015   LAKESMART [FULL TIME] - DUBAI

Designation:                                     Customer Service Executive  
· Interacting with company’s customers to provide them with information to address inquiries regarding products. 
· Resolving any customer complaints.
·  Assisting customers in making a decision about a product to buy.
· Helping to the sales persons by generating leads.
· Performing the assign duties by the customer service director.
· Maintains the report of customer satisfaction.
· Provides training to the new employees.                                                   
· Maintained a friendly and cordial relationship with the customers by greeting them and assisting them with all relevant issues.                                  
· Provided customers with outstanding service and assisted them in solving their queries and doubts.                                                                                   
· Created a friendly/positive impression at the checkouts – Educated customers about new schemes and promotional activities that could benefit them.
EMPLOYMENT HISTORY:

· WORKING FROM 2011 TO  2013 IN CHOITHRAMS.   SONS &[FULL TIME] - DUBAI


Designation: "Cashier or Front Office Executive 
· Processed transactions quickly and efficiently – Maintained a friendly and cordial relationship with the customers by greeting them and assisting them with all relevant issues.

· Provided customers with outstanding service and assisted them in solving their queries and doubts.

· Created a friendly/positive impression at the checkouts – Educated customers about new schemes and promotional activities that could benefit them.

· Refilled supplies and shopping bags and verified cash register balances.

· Maintained registers and all books related to cash transactions and kept them up to date.
· Updated the database regularly by manually documenting all transactions in the registers as well as the computer system.
· Monitored all the cash reserves and ensured adequate cash reserve in all stations.

· Adhered to security procedures.
· To report to the management any mismatch in currency stock.

· Performs miscellaneous job related duties as assigned as well as providing extensive training to new staff.                                        
·  WORKED FROM 2008 to 2011 IN ARJUN OPTICALS [FULL TIME] - INDIA

Designation: “ FrontOffice General &  Executive  Accountant
· Handled all the front desk operation.
· Coordinated with the guests and responded to their inquires

· Dealt with guest complaints by giving them a solution.
· Performs the tasks of maintaining administrative records of the organization

· Documentation 
· Sending mail inbound / outbound
· Making invoices.
· Handling Accounts voucher entries in Tally.
"
· WORKED FROM 2006 TILL 2008 IN MITRA-  E [FULL TIME] - INDIA

Designation: “ Tally Operator
· As a Tally  I Operatorwas entering  Accounts voucher entries in Tally.
Professional & Academic Qualifications

Educational Qualification

Country

B.A
M.D.S. University – India

H.S.C.

 Rajasthan Board – India

S.S.L.C.

 Rajasthan Board – India

Additional Qualifications

MS Office Applications (Word, Excel, PowerPoint, Access, Outlook)
Rajasthan – India

Tally
           Rajasthan – India

I hereby declare that the above given information is true and correct as per my knowledge.
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