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CURRICULUM VITAE
Saher 
Dubai

United Arab Emirates
Email 
 : saher.244347@2freemail.com 
Career Objective- An experienced and well maintained professional having ample amount of knowledge in sales sector and seeking an opportunity in the organization to use my skills and be able to contribute to the firm. I will put best effort to learn the company’s policies and make better decisions in the favour of the company.

Educational Qualification
· Completed Masters in Commerce in 2012from Kumaun University, Nainital, India
· Completed Bachelor’s in Commerce in 2010 from Kumaun University, Nainital, India
· Completed XII in 2007 from  St. Mary’s Convent, Nainital India 
· Completed X in 2005 from  St. Mary’s Convent, Nainital India 

· Currently pursuing Diploma in Creative writingin Englishfrom IGNOU, Delhi (long distance)
Technical Qualification

· Completed Post Graduate Diploma in Computer Applications from Kumaun University, Nainital, India (2011 – 2012)

Skills
· Excellent communication and negotiation skills.

· C, C++, Java, OOPS & Multimedia.
· Excellent knowledge of English language, both written and verbal.
·  Mature attitude and professional demeanour, smart immaculate presentation.
·  Excellent organisation skills.
·  A true team player who interacts well with staff at all levels.
· Displays enthusiastic willingness to provide high level of service.
· Ability to work under pressure.
· An excellent communicator and self-starter who can anticipate future needs.
·  Proven hands-on proficiency with MS office applications, esp. POWERPOINT Presentations.
· Verbal skills in Urdu or Hindi are added advantage.
Work Experience 

· Assistant Accountant –Jan  to March 2016

SAIF zone free zone (GANESA EXIM FZE )
· Receptionist / Customer Service Representative - Jan-2015 to Aug 2015
Modern Real Estate LLC. Dubai- 

Responsibilities 
· Accounting and related clerks calculate, prepare and process bills, invoices, accounts payable and receivable, budgets and other financial records according to ledgers.
· Handing data base entry in ERP tally.
· Handling all incoming calls&cilents. 
· Documentation for theEjari online submission of bills & visa process.
· Handing all office stationary requirement & stocks data base entry in ERP tally. 
· Dealing with couriers for all incoming & outgoing parcels.
· Taking care of all office asset & maintaining records.
· Working knowledge ofmost customary office applications along with experience with ERP systems.
· Preparing all the letters for client, customer & government authority.
· Dealing with the new & renewal of tenancy contracts.
· Updating & sending reminder to contract expiry.
· Follow up for DEWA clearance.

· Updating details of all rental & empty properties.
· Putting adds for all new properties for lease & sale.
· Maintain continuity among work teams by documenting and communicating actions, irregularities, and continuing needs.
· Coordinate office activities/events.
·  Maintain schedules and calendars.
·  Liaison with internal and external contacts.
·  Arrange and confirm appointments.
·  Coordinate the pick-up & delivery of express mail services (FedEx, UPS, etc.)
· Accountant cum Admin - Nov 2013 to Nov 2014
St. Xavier’s School, Nainital, India 

Responsibilities 
· Daily and monthly accounting 
· Preparation of Annual auditing report 
· Dispensing wages and keeping track of employee accounts.

· Data Entry in Tally Software.
· Looked after the administration of the school.

· Handled the reception and all queries from parents, students and all outside communication.

· Teacher (Middle School) - May 2012 to Nov 2013
Holy Angels School, Nainital, India 
Responsibilities
· Developed and implemented daily unit lesson plans for every class.

· Administered tests and evaluations and analyzed students’ performance.

· Made evaluation papers based on MCQ’s.

· Conducted group and individual reading/ Mathematics / science activities.

· Participated in faculty and parent’s meetings.
· Smart Class Coordinator & Trainer –  May 2011 to April 2012
Educomp Private Ltd, Nainital, India
Responsibilities

· Made presentations related to the school syllabus.

· Handling smart class projects in school

· Generating MIS reports for the company about the content usage by the clients (schools).

· Resolving hardware/ software issues during presentations while training teachers.
· Installation of MIMIO (interactive kit) and Eureka (software’s used for multimedia).

· Making sure the clients are satisfied with the content on a daily basis.

· Customer Service Representative - May 2008 to Aug 2009
Origin Call Center, Bangalore, India

Responsibilities

· Outbound calls to Australia selling holiday packages.

· Identifying potential customers and calling to convince them to buy holiday packages offered by our client.

Personal Details:

Date of Birth

: 
30th November 1989
Nationality

: 
Indian

Marital Status

: 
Single
Languages Known
:
English, Hindi. Urdu.

I hereby declare that all the details furnished above are true.

Regards,

Saher 





Place: Dubai (U.A.E.)
