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PERSONAL PROFILE
Energetic Leasing Consultant with proven success in improving operations and solving problems. Highly proficient in building lasting relationships with key decision makers, clients and team members to further company goals. Ready to leverage training and experience to take on new professional challenges.

SKILLS
Industry Knowledge: Commercial Real Estate, Property Management, Real Estate Finance, Contract Negotiation, working with Landlords, Rentals, Lease Administration, Working with Tenants, Listings.
Technical Skills: Microsoft Office Suite, Excel, Quick-books, Google Drive, Survey Monkey, Adobe Acrobat.
Soft Skills: Communication, Customer Service, Time Management, Leadership, Problem Solving, Organization.


EDUCATION
University of Wollongong in Dubai                                                                                                                
Bachelor of Commerce 
09/2015 – 12/2019

Delhi Private School, Sharjah
Commerce
04/2006 – 06/2015


WORK EXPERIENCE
Al Teneiji Business Center						August 2020 – Present
Leasing Consultant
· Maintained knowledge of local market conditions through regular contact with brokers, owners and other real estate professionals in order to provide accurate information about availability of commercial space at various locations throughout the community.
· Assisted in preparing marketing materials for use in promoting properties for sale or lease as well as assisting in developing strategies for increasing exposure to potential clients.
· Performed all duties within company policies and procedures while maintaining a professional demeanour that promotes trust and confidence among customers and colleagues alike.
· Created a database of over 200 qualified leads and followed up with phone calls to schedule appointments.
· Conducted thorough tours of properties, answering questions about rent prices, lease terms and amenities.
· Maintained positive relationships with property managers by responding promptly to requests for information.
· Followed up on all showings to ensure that clients had the opportunity to make an informed decision.
· Negotiated favourable lease terms based on client needs and budget requirements.


Shama Al Madina Auto Spare Parts LLC						August 2019 – August 2020
Junior Accountant
· Maintained financial records for subsidiary companies by analyzing balance sheets and general ledger accounts.
· Responsibly reconciled customers’ accounts and researched and resolved discrepancies on monthly basis.
· Reviewed financial documents to verify accounting data and mathematical accuracy.
· Secured financial information by completing database backups; keeping information confidential.
· Reconciled general and subsidiary bank accounts by gathering and balancing information.


SKILLS & QUALIFICATIONS
· Excellent presentation and organizational skills.
· Brilliant communication skills.
· Valid driving License.

LANGUAGE SKILLS
English: Fluent; Hindi: Fluent; Malayalam: Fluent; Arabic: Beginner
