                
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               

Objective & Summary: 
Looking for a suitable position in Admin and Coordination. Having an experience of more than one year in UAE. AS an Adminstrative co-ordinator, having a proven ability to give an outstanding client experience and open to learn new techniques. Committed to quality and ability to meet the deadline.
Key Traits include: 
· Highly disciplined. Business acumen and able to develop and maintain positive links with customers & suppliers.Excellent communication, interpersonal, organizational and scheduling skills.

· A well presented, & hardworking with a pleasant personality and a passion for learning new skills.

· Relaible &Positive outlook.
· Having the ability to work accurately.
· Organize, supervise and facilitate work flow.
· Self motivated and meticulous.

Professional Experience:

Admin/ Coordination
London Ladies Salon (Aug 2017 to till date)
· Perform reception duties (e.g. receive bookings and arrange appointments), & maintain client records.
· Front line experience with excellent customer services.
· Answering E-mail, phone, and postal queries.
· Helping the company to maintain relations with customers and suppliers.

· Handle large amounts of paperwork and data.                                                                
· Keeping confidential files restricted according to office requirement.
· Work within a busy office environment, and support office teams in order to ensure the smooth running of day-to-day activities.
· Raising PO for company’s daily requirements.

· Provide advice on sell ing and marketing cosmetic, beauty, and hair  products.
· Fully understanding the policies and procedures for Health, & Hygiene.  Making sure that the equipments are fully cleaned and senitiazed.
· Co-coordinating office maintenance issues relating to office equipment and repairs.

· Developing and expanding administrative systems to meet increased company needs.

· Establishing stationary requirements for the Office...
· Having basic knowledge of Microsoft excel , & Microsoft word.

Academic Qualification:
Master of Arts in Economics (M.A), From Sept 2011 to June2013
Institute: Shah Abdul Latif University Khairpur, Sindh, Pakistan.
Majors: Economics
Bachelor of Arts (B.A), From Sept 2009 to Mar 2011
Institute: Shah Abdul Latif University Khairpur, Sindh, Pakistan.
Majors: Arts
                           
Achievements:
· Gold Medalist for securing 2nd position at Metric level Exam in 2003.
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