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Profile
Self-motivated and a goal oriented professional with about 8+ years of work experience, Outstanding track record in my professional career and demonstrated my skills in various industries like Sales, HR, Customer service, Administration, Marketing, US Payroll, Teller and Real estate proven my ability in various locations like India and UAE.Fashion industry as designer and merchandiser.Travel as a passion as travelled to 53 countries so far and still counting.
Employment History
Mashreqbank-customer relation
Business Development Executive - Dubai
*Communicating with customers about promotions and opportunities to up sell, cross sell, and to assess their needs and provide appropriate solutions to purchase products.Details
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Managed the regional MIS for the Regional Branch Head for collating the productivity MIS of 7
Branches across the region.
Assisted the Regional Branch Head as an HR coordinator to process leave applications.
sales staff and also process other administrative jobs such as handling requests for salary advance, processing end of service benefits etc.
Arranged meetings, training in coordination with the Training team for the Branch Managers.
Resolving customer problems and queries regarding the personal loan / auto loans.
Converting walk-in customers into sales, up-selling & cross selling.
Converting the walk-in customers into warm leads by cross selling the Bank’s various products and forwarding these leads to the sales staff.
Helping customers with loan maintenance activities such as issuance of liability certificates, processing release documents for auto loans.
Provided proactive feedback to the Product team to enhance certain processes to improve the service delivery to customers such as improving the turnaround time of handling certain customer requests.
Also handled the sales and service requests of SME customers which used to deal with Osool
Finance Company especially for products such as Commercial vehicle finance and Fleet finance.
Assisting 4 sales teams with pipeline management and delivering monthly sales reports.
Create sales quotes for new business and follow sales procedures and documents, Proforma Invoices, sales invoices, and purchase orders.
Engaging our pre-sales team in the process of gathering information from the sales team.
Meeting client requirements, coordinating with procurement for stock, prices, and lead times, and supplying sales quotations.
Report monthly to Management by collecting information from each internal department.
Assisting with payment procedures with accounts, inventory handling with warehouse teams, and tracking deliveries with logistics departments.
HR/Admin Assistant,al sayegh Dubai
Performed HR activities in Recruiting, Selection, Onboarding, remuneration, leave management, Termination, Training and Development based on company requirements, policies, and procedures.
Coordinated with PRO on employee visas, medical records, documentation, cancellations, and final proceedings.
Maintain company records and ensure that trade licenses, tenancy contracts, vehicle registrations, insurances, and management staff access are renewed on a timely basis.
Maintained, organized and updated administrative documents both physical and digital.
Manage office supply stock and place orders according to budget.
All administration-related information, records, and files should be treated with high confidentiality.
Sales,Uber homes Dubai
Organization : Uber Homes LLC
Designation : Real Estate Consultant
Duration : Since July 2021 till date
Place : Dubai, UAE
Working as a Real Estate Consultant and handling the sales of the off-plan properties directly from the developers. Also working on the secondary sales property market as well as on the rental deals. Have worked actively on identifying the tenants and landlords through personal networking skills. Putting to use 17 years of experience in Dubai and leveraging on the network to generate business volumes.
· Attending customers & understanding their requirements and providing a solution which suits their expectations.
· Handing forex transactions. Handing various currency across the globe.
*Strictly adhering to compliance and code of conducts laid out by the system of Central Bank of UAE.
*Canvassing a wide range of Cash handling, Travel Money card, cash vouchers, credit card transactions, traveller’s cheque and Western Union transactions.
*Handling corporate tie up for currencies thru banking channel.
*Promoting current marketing campaigns and adding value to the customer by up-selling, cross selling and destination currencies.
*Achieving individual and store targets.
Laser dyes,fashion and textile industry-mumbai,India
*Addressing customer service inquiries in a timely and accurate fashion in retail store
Designing the clothes as per changing fashion.
Printing on shirts and bedsheets for the designing to the printing process involved in the lab.
Name of Company : HSBC (through outsourced company Derby Commercial
Services)
Designation : Service Executive-internet banking advisor
Duration : From November 2006 to December 2006 (2 months project)
Giving Accurate and appropriate information to queries, troubleshooting issues and resolving customer grievances.
· Handling cash counters for all customer related transactions.
· Coordinating with the back office and main centres for customer’s complaint. * Maintaining reports for store opening and closing.
*Planning and executing campaigns across all Facebook and Innovid brands on Social Media platforms
· Evaluating and selecting the right platform with the campaign objectives in mind
· Working with brand marketing teams to design and execute campaigns to achieve above (see operational accountability for details)
· Monitoring and evaluating campaigns; must work closely with the brand teams to make any required changes
· Reporting ,summarizing the key outputs and recommendations for future campaigns
*Review ADs regarding website content and Fb pages
*Identify improvement opportunities in workflow and suggest solutions
Interface effectively with other internal and client teams for Ads process improvement.
Name of Company : Standard chartered bank
(through outsourced company Derby Commercial Services) Designation : Collection officer handling customers in the x buckets and 30 days.Calling the customers to make the minimum installments.
	Organization
	: Indian Ladies Association (Abu Dhabi)

	Designation
	: Special Secretary-Social welfare of Indians in U.A.E

	Duration
	: From Feb 2017 till March 2018

	Place
	: Abu Dhabi, UAE


Over a decade of teaching experience in India, UAE and Egypt. A qualified Para Educator in Behavior
Analysis to aid children with special needs such as autism and down syndrome. Currently working as a Real Estate Consultant in Uber Homes working on both off-plan property sales as well as rental deals in Dubai.
Have a previous experience of 3 years in Banking in the Sales and Service department in Mashreq Bank and received the Star Award for exemplary performance.
Performed a voluntary role in the association and worked on various social initiatives designed towards welfare of laborers, maids, children with special needs etc. These activities give me immense pleasure of contributing towards the underprivileged section of the society.
	Organization	: Free-lance basis & Private tuitions
	Designation	: Art & English teacher
	Duration	: From June 2016 onwards
	Place	: Abu Dhabi, UAE
Job profile: Teaching art and craft work from home to young children from different nationalities. In addition, I am currently taking private tuitions for a hyperactive child studying in Cranleigh School.
	Organization
	: Maadi British International School (MBIS)

	Designation
	: Administration Board member

	Duration
	: From September 2014 to October 2015


	Place	: Cairo, Egypt
Completed Para Educators Certification Training program from Applied and Behavioral Training Institute (ABTI) in UAE. ABTI is a USA recognized educational institute under KHDA permit. Trained in Behavior Analysis covering aspects such as Comprehensive assessment, Individualized
Educational Plan (IEP) and enhancing Functional Communication skills.
Finished Bachelors in Fine arts (Textile designing) from J.J school of Arts, Mumbai in 2004
MS Office (Basic level)
ACHIEVEMENTS:
Received a Star award for performance in Mashreq Bank.
National level player for inter school Handball and Throw Ball.
Gold medalist in beginners level Volleyball for EWAA group for social cause (Women Rights foundation campaign for ladies) as a part of the ILA team.
PERSONAL INFORMATION:
Date of Birth : 24/06/1982
Languages : English, Hindi, Urdu, Arabic (basic level)
References : Can be furnished on request
Visa status : Residing in Dubai on husband’s visa
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