
StrengthsIncludes:Goodworkethics,leadershipabilities,desiretoexpandmyknowledgeof
administrativesupportposition,stronginterpersonalandcommunicationskills,excellentorganizationalskills.

Education

Extra
Qualification

BachelorsinCommerce
GovernmentCommerceCollege

Matriculation(Science)
St.John'shighSchool

AutoCadDesigner

Experience: 2009-2012
RiteAidDrugsPharmaceutical(PakistanandU.A.E.)
(WorkedasaS.P.O.andOfficeSecretary.)

 WorkedasaSalesPromotionOfficervisitshospitalstotake
prescriptionfrom doctorsofnewmedicine.

 Presentingthenewproductstodoctorsinbighospitals

AftertransfertoU.A.E.branchworkedasaSalesManager

 DailyreceivingandPreparingonlineordersfrom differentcountries
aspertheirrequirementsinthecomputerastheyhavesetup
programsofDHL,FedEx,TCS,andPostal.

 Packingofmedicineaccordingtothelistoforders
 Maintaindailystockofmedicine
 Callsandsendsdailyshipmentsthroughcouriers
 Dailyqueriesofthecustomers
 Aftercompletingandshipmentssendsemailstoallmanagersfor

theacknowledgment.

2012-2014
StateLifeInsuranceCorporation
(InsuranceAgent)

 Prospectedthroughvisitingdifferentmarket
 Presentmentinsuranceplanstotheclients

ZubiaAyaz
Phone:+971586862391/92
Email:zebaayaz2017@gmail.com



2014-2016
GreenAdenTechnicalServices
(ExecutiveSecretary)

 IndepthknowledgeofMicrosoftOfficesuitesandinternettelephone

operations.

 Quicklearnerofnewsoftwareapplications.

 Wordprocessing–Abilitytotype100wordsperminute.

ProficientinspellingandgrammarinEnglish.

Professionalverbal/writtencommunicationskills.

*PRESENTWORKINGAT:

RODAALMUROOJMALLMARTLLC

Professional
Attributes:

Accounting/Finance,Customerservices,Team Building,Negotiations/
Purchasing,Communication,Businesswritingandmanyotherjobs.

 Managingcriticalrecordkeepingtasks
 Communicationtechniquesforimprovingemployeerelations.
 WorkingknowledgeoftheHRprinciples
 Abilitytoestablishandmaintaineffectiveworkingrelationswith

internalandexternalcustomers

Linguisticskills:English
Urdu
Hindi

Computer
knowledge:

AutoCaddesigner,MS-Office,Word,Excel,letterdraftingwithgoodtyping
speed,Internetandemailsprocedures.

Interests: Reading,Sports,FashionDesigning,SocialWork.

Personal
Information:

MaritalStatu:Married
Religion :Islam
Nationality :Pakistani
VisaStatus :Employmentvisa(Transferable)


