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Curriculum Vitae

Objective:  To obtain a responsible position with a progressive organization, which will give me an opportunity  to use my skills and talents, whilst providing the opportunity for career growth and future advancement.

Personal Details

Date of birth:  11 September 1985
Place of Birth: Tashkent, Uzbekistan

Citizenship: Uzbekistan

Marital Status: Single

Visa Status: Resident

Professional profile:
A dynamic professional with an experience in  administrative duties and front office, sales and operations
Screening telephone calls , enquires and customer request

Preparing receipt  voucher ,refund request etc

Handling cash transactions on behalf of cashier

On field marketing there by contributing to company target

Works well as a part of team and ability to work well under pressure

Providing after sales service

Meeting my set targets within the given frame time

Unique beauty salon

Administration and customer service

2012-6th march 2015 
Retaining customer, by explaining the product benefits

Providing necessary information to customers as per their request

Handling customer queries

Follow up regarding customer complaints and taking necessary action regarding the same with the help of superiors

Make sure that customers have understood the product offered to them so that they are not mislead, thereby reducing customer complains

Resolving customer complaints an closing various case 

Keeping a track of work done on daily basis
Al Tayer Group

Harvey Nichols

Sales Assistant

 2007- 2012

 Dealing with the customers
Interacting  with  customers to reach sales target

Achieve sales target

Direct reporting to the Manager
Ensuring customer satisfaction
In  charge of making documents of incoming and outgoing items

Following up with payments from various customers

Always being available to assist the customers 

Being steadily interested in self development, learning new things

Building good professionals relationships. Being keep on growing in the company 

Greeting and acknowledging the customers

Advertising

Handling cash transactions on behalf of cashier

Preparing receipt voucher, preparing refund request

Screening telephone calls enquires and request

Carthil Asset Management Company

Front office/Gen. Admin

2006-2007

 Handling switch board and answering calls effectively

 Assisting visitors to reach concerned departments
Maintaining visitors welcome board
 Sorting mails and couriers
Faxing of various documents 

Orderly filling of documents 

Handling of accounts

Carthil Asset Management Company

Sales Assistant / Boutique Champs Elysees

2005-2006

 Dealing with customers

 Introducing the latest collection from the catalogue
 Responsible for handling cash and filling up of invoices and incoming/outgoing items
 Keeping track of schedule of staff
 Stock Inventory control
Maintained a book-keeping of all the payments and bills
 Greeting and acknowledging the customer
Uzbek Telecom

Receptionist

Tashkent

2004-2005

 In charge of filling, sending fax and e-mails
 Answering and transferring calls
Updating various files, for each product

Time to time updating of customer request and thereby doing a follow up on the same

Proving  necessary  information to  customers as per their request 

Handling customer request 

Updating the department board on daily intervals 

Keeping a track of work done on daily basis

Achievements 
Best Employee 2009

Al  Tayer Group

Harvey Nichols

Educational Qualifications 

       September 1992 - May 2003                                  

       Primary - Secondary School No. 49
       September 2003 - July 2009                                    Uzbek State University of Agricultural                     

       Holder Agricultural Bachelors University Degree

Additional Qualifications
Successfully completed the following courses:

 Arabic speaking course

 MS Office- Microsoft Word, Excel, Power Point, Internet Explorer
  Valid U.A.E. Driving License
Personal  Skills
 Self-motivated, very responsible, punctual person, professional in customer service
 I posses an ability to manage and solve the problems effectively
 I ensure customers requests are handled in a polite. Efficient manner and a high level of customer service as I have got an experience according to the international standard
 Communicative, honest, Kind-hearted and intelligent
 Adaptable to new environments in a short span of time
Hobbies
Travelling, socializing and meeting new people, listening to music and reading.

References will be provided on request.

