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Contact No.: +971523775027; Email: asnaayaz66@gmail.com


Seeking challenging assignments where I can utilize the knowledge acquired in training through a challenging position wherein my potential will be enhanced and be allowed for

growth & development of the organization.
SYNOPSIS
· A seasoned professional with 8+ years of experience in Handling administration, Customer Service and Team Management.

· Greeting the customer, Developing and sustaining friendly relationships with customers
· Comprehensive experience in managing complete Customer Service ensuring maximum growth and profitability within the defined guidelines.

· A strategic planner Keeping store organized and clean. 
· Proficiency in preparing as well as managing entire documentation work involving Pre/Post documentation, inventory control, etc. 

· An effective leader with distinguished abilities in end-to-end operations management, motivating team members to maintain deliverables.

· Proven abilities in managing the Customer Service. Adeptly maintained Customer Relation.
· Strong inter-personal skills able to conceptualise and modify the present system
·  To optimise resources at all levels. Successful track record of achievement in all assignments; consistently progressed to positions of increasing responsibility.
CAREER CONTOUR 
2013 to 2020 Sales Lady Giga Mall, Rawalpindi, Pakistan. 
Roles and Responsibilities:
· Greeting the customer who enters.

Opening & closing shop

Attending customer in their needs.

Receiving inventory and recording in system. 

Providing excellent shopping environment to customers and generating maximum

business results

Developing and sustaining friendly relationships with customers

Keeping store organized and clean and monitoring changing rooms

Taking cash and credit card payments and entering them in register

Operated computerized sales tracking systems and updated sales transactions

Assist the customer in their needs responsible for giving very good customer

services.

Prepares orders and replenishment and assist customers in ordering their needs.

Prepare daily cash report 
2010 to 2012:                             Receptionist Gold Safa Mall Rawalpindi, Pakistan

Roles and Responsibilities:
·  Greeted, assisted and directed guests, workers, visitors and the general public

Answered all incoming calls and handled caller’s inquiries

Responded to guests and public inquiries

Received, directed and passed on telephone fax messages.

Picked up and delivered the mail

Maintained the common filing system and file all letters

Coordinated the repair and maintenance of office supplies

Provided administrative services to the office manager
ACADEMIA
   2009



 Bachelor of Arts Punjab University Lahore, Pakistan                                             
   2007
                                Intermediate B.I.S.E Lahore Pakistan

Skills
· Proficient in MS Office Applications, Microsoft Word, Microsoft Excel, Power Point.

·  Proficient in using Internet.

·  Excellent Communication Skills (Oral and Written
LANGUAGES

· English 

· Urdu 

· Punjabi 
PERSONAL DOSSIER 

Nationality    

: 
Pakistani
Visa Status        
:  
Visit Visa Valid till 8 March. 
Date of birth 

: 
18, March 1990
Marital Status 
:  
Single
Passport #     
:
GK0162073
I hereby certify that the foregoing information is true and correct to the best of my knowledge

and belief.

ASNA AYAZ











