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Career Objective:-  

To pursue a challenging  career and be a part of a progressive organization that gives scope to enhance my knowledge, skills and to reach the pinnacle in this field with sheer determination, dedication and hard work.

Personnel information:
Citizenship     :       Indian 

Date of Birth:         14-04-1982 

Religion          :       Muslim 

Marital Status:        Married 

Languages known: English, Arabic, Urdu, Hindi, Etc.
Educational Attainment: High School certificate (S.S.C First division) from Aligarh Muslim University (AMU) in 1997.
Higher Secondary Certificate (S.S.S.C Second Division with Science Stream from Aligarh Muslim University (AMU) in 1999.
Professional Qualification:-
1. 2003 - 2007 - DEGREE – B.Tech in Computer Science from Rajasthan Vidyapeeth University with First division.
2. 2001-02 – Diploma in Computer Application and multilingual D.T.P from NCPUL Delhi with grade A+.
Skills Known:
· Graphic tool known – Photoshop, CorelDraw and PageMaker.

· Language known: MS Office (Microsoft Word, Excel, Power point), MS Access, Oracle, HTML & CSS etc.
· Computer Application : Basic technical knowledge of PCs, Basic Knowledge of MS Outlook troubleshooting, Internet and Networking and Basic technical knowledge of Operating systems like Windows XP Microsoft Word, Excel, Power point and  Various outdated application, good in writing letter, independent – correspondents and good coordinator, memos, reports and developing certain forms to meet the routine office requirement. In addition I do internet surfing e-mail etc.
· Artistic Sensibility: being creative and having a solid understanding of design elements (color, composition, space, aesthetics, Also Composing, designing and editing correspondence and Reports etc..)

· Technical Skills: Have a good working knowledge of the main computer software programs as well as a general interest in computers. 
· Communication Ability: Being able to present ideas effectively both verbally and visually, as per needs easy to sell my ideas to clients as well as other members on my team.
· Team Player: play well with others. Clients, supervisors, other designers and even vendors.
· Organization: Have ability to meet deadlines and stay within budget limitations and have good general business skills.
· Problem Solving: Always love challenges. The biggest part of my job involves  making decisions. Picking just the right font, colors, sizes, layout, etc… And doing all of this while still conveying the desired meaning and effect and staying within budget and the technical requirements and desires of the client.
Work profile in Gulf
05th May 2014 to Till

Organization                                     Al-Dhahery Trading & Imp. Est. (Bahar Al Arab) U.A.E
Position Held                                     Senior Administrative Executive
Company Profile:
Our Company which was set up in 1975 is based in the heart of Al-Ain city of UAE.
Being satisfactory completed many years in business, we supply all types of Electrical light fitting throughout UAE.
Specialized in Electrical lighting fittings for outdoor & indoor lights specially for all kinds of LED lighting products like LED Panel recessed & surface, LED COB downlight, LED 60x60 panel and surface light, LED round Acrylic light, LED projector light, LED resin glass fitting, LED energy saving bulbs, LED tri-proof Fixtures, LED office Fixture etc. our products range consist of Garden lights, bulkhead fittings, wall lights, halogen lights, spotlights, Mirror optics fitting, methalalide products and many related to lighting industry.
Duties and responsibilities:-
· Work to make catalogue for company products, visiting cards, to distribute between customers in U.A.E

· Draft letter, mails and managing secret of company reports, documents and file as per
      Instruction from Managing Director.
· Maintain all stocks of the items from warehouse and showrooms to make order for import 
as per requirement for our company.

· Visit to china fair and many factories with managing director to see new products for our company business.
· Responsible to check all invoices and expense report in a proper way to show the managing director.
· Handles and resolve immediately for customer query, request and complaints, via telephone, meetings etc and directed to the Managing director.
· Maintain all customers’ details (either outdoor or indoor) and make price list for every items to share out among salesman in company.
· Regular visit all showroom and warehouses to verify the items for container order.
· Create designs, concepts, and sample layouts based on knowledge of layout principles and esthetic design concepts.
· Use new computer software to generate new images.
· Mark up, paste, and assemble final layouts to prepare layouts for printer
· Draw and print charts, graphs, illustrations, and other artwork, using computer.
· Develop graphics and layouts for product illustrations, company logos, and Internet websites.

· Photograph layouts, using camera, to make layout prints for Managing Director or clients.
Produce still and animated graphics for on-air and taped portions of television news broadcasts, using electronic video equipment.
26th March 2009 to 29th March 2010

Organization                                     Aamal Readymix Qatar.
Position Held                                     Executive Secretary
Duties and responsibilities:-
· Draft Letters, Mails and corresponds independently.
· Preparing and managing secret of company reports and documents.
· Provide administrative, organizational and scheduling structure and support.
· Managing day to day general and confidential correspondence and documentation.
· Maintain appointment schedules, calendars and all visitors’ record, provide reminders as appropriate.
· Review, analyze and summarize miscellaneous reports and documents and report further.
· Initiate and respond to written and verbal correspondences, including composition, editing and distribution.
· Coordinate and organize meetings, including notifications to prospective attendees, set-up, pre and post meeting correspondence, meeting minutes and records and required
follow-up.
· Arrange and confirm Superiors appointments through telephone.

· Maintaining filing systems and work procedures and maintaining database.

· Coordinate the flow of information both internally and externally.

· Responsible for preparation of correspondence letter to Client, Consultant and subcontractors on data processing software such as Microsoft Word/Excel etc.
· Responsible for all outgoing and incoming mail, faxes and documentation processing copying and filing. Responsible for typing faxes, letters, internal memos, reports and minutes of meetings
Work Profile in India
14th May 2007 to 18th March 2009:-

Organization                      HCL Technologies BPO Services Ltd.
Position Held                      Customer Care Executive

Duties and Responsibilities:
· Support and provide superior service via phones, e-mails and faxes as a receiver and caller.
· Use questioning and listening skills that support effective telephone communication.

· Use an effective approach to handle special telephone tasks like call transfers, taking messages, call backs, holds, interruptions, and unintentional disconnects.

· Understand the impact of attitude in handling calls professionally

· Effectively deal with job stress, angry callers, and upset customers

· Use the most appropriate way to communicate with different behavior types on the telephone.

· Apply the elements of building positive rapport with different types of customers over the phone.

· Apply the proper telephone etiquette to satisfy various customer situations.

· Apply appropriate actions to effectively control a telephone call.

· Identify voice skills and how to enhance a good telephone presentation.

· Meets commitments to customers.
· Display Time flexibility towards shifts as per work floor requirements.
19th April 2010 to 25th March 2011:-
Organization                      SILICA INFOTECH Pvt. Ltd. 
Position Held                      Executive Secretary
Duties and Responsibilities:

• Prepares itineraries, agendas, and expense reports.
• Create meeting agendas, notifications, and follow up items.
• Helps coordinate the board-pack for board meetings
• Organize and maintain legal files and records.
• Prepare official correspondence, coordinate and format correspondence where appropriate 
• Handles customer complaints directed to the CEO.
• Collects and prepares information for use in discussions/meetings of executive staff.
• Planning and scheduling projects and ensuring timely completion.
• Maintain the security of confidential information.
• Conducting Internet research and reviewing information.
• Composing, designing and editing correspondence and reports.
• Producing professional looking PowerPoint presentations.
• Perform executive administrative tasks associated with supporting the CEO.
• Interacting with customers, senior-level executives, and all other levels of employees.
• Pro-active approach to solving problems, seeking guidance where necessary.
• ‘Can do’ attitude and looks to take and lead on various projects.
• Ability to priorities and multi-task.
• Strong attention to detail and accuracy. 
• Able to work effectively with managers and peers and a good team player.
• Balancing office budgets.
• Arranging travel, meetings and appointments.
• Ordering stationery and equipment.
• Arranging training for staff.
30th March 2011 to 18 September 2013:-
Organization                           IBM Daksh Business process Services Pvt. ltd. 
Position Held                           Senior Administrative Executive

Duties and Responsibilities:
· Coordination of office operations and procedures and providing of extensive support to the different departments.
· Maintaining professional and friendly communications as the first point of call for general external enquiries and correspondence.
· Coordinating all operating systems including ensuring that telephones, computers, printers, photocopiers, recycling, etc. are kept in good working order, including maintaining supplies for operating systems and arranging technical support when 
required.
· Coordinating and acquitting the payment of recurrent office expenses including phones, computers, etc. and various credit card statements as required.
·  Coordinating office supplies including making orders and maintaining stationery and mail supply levels.
· Receiving and coordinating incoming correspondence, including collecting and distributing mail.
· Maintaining accurate records of staff whereabouts including leave register and arrangements.
· Liaising with office contractors, including IT service providers & building maintenance as required.
· Arranging full staff meetings and arranging agenda items 
· Resolve customer queries within the assigned TAT.

· Adhere to the Login hrs & maintain the desired AHT Levels.

· Develop strong customer relationships and provide paramount service.

· Ascertain customer needs and take action in a timely manner.

· Work with Operations Manager on Process improvement.

· Review performance reports and dashboards to identify areas of improvement.

· Give feedback to team members on a regular basis to improve performance.
ADDITIONAL CAPABILITIES: - I possess excellent knowledge in the disciplines of all organization related activities and system applications. I have excellent communication skills both verbal and written in English which enable me to read and interpret corporate policies and guidelines. Strong organizational and administrative abilities also have proven. Able to work independently with high level of efficiency, complete multiple tasks simultaneously, and adjust to verifying assignments and workload.

	ADMINISTRATION & MANAGEMENT/LEADERSHIP 


· Management Skills for Administrative Professionals.
· Office Management & Effective Administration Skills.
· Communication, Negotiation & Presentation Skills.
· Managing People Effectively.
· Controlling Your Time & Managing Stress.
· Managing Conflict, Change & Handling Difficult People.
I am physically fit. I have a keen desire to work internationally, with the intention of staying for many years as a career. 

