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Profile
Detail-oriented Executive Secretary with over 5 years of experience managing executive calendars, scheduling appointments, and coordinating travel arrangements. Successfully streamlined communication processes between executives and staff members to ensure timely dissemination of information. Implemented an efficient filing system. Skilled in coordinating and executing successful corporate events, including conferences and retreats. Proven ability to conduct research and prepare reports for executive presentations, enhancing efficiency and accuracy.

Work Experience
Tricees Group FZE, Business Bay, Dubai.
Supervisor
11/2024 till date
· Overseeing the work of construction crews, ensuring they are following plans and safety guidelines.
· Ensuring that safety protocols are followed, conducting safety meetings, and monitoring compliance with safety standards to prevent accidents.
· Acting as a liaison between workers, project managers, and contractors, ensuring clear communication about work expectations, targets and time sheets attendance.
· Supervising and managing daily schedules for tasks and ensuring that the necessary materials, tools, and manpower are available and properly utilized.
· Resolving any problems that arise during construction, such as technical issues, material shortages, or workforce concerns.
· Providing guidance and training to workers, particularly new or less experienced ones, to improve their skills and ensure quality work.
· Submission of timesheets on monthly basis and playing a vital role in issuance of payments from contractor company after agreed payment period.
Allianz Marketing Management ▪ Dubai ▪ United Arab Emirates
Customer service agent
04/2024 – 10/2024
· Greeting and interacting with customers through outbound calls · Listening to a customer’s needs and suggesting appropriate products · 
· Initiating calls to potential customers to generate sales leads or close sales.
· Understanding and effectively communicating product features and benefits.
· Building rapport with customers, addressing their needs, and answering questions.
· Maintaining and updating customer information in the CRM database.
· Conducting follow-up calls to nurture leads to ensure customer satisfaction to establish lasting relationship with customers.
· Good knowledge to avoid rejections from customers
Dr. Arshad Health Associates  ▪ Islamabad  ▪ Pakistan
Executive Secretary
11/2009 – 03/2023
Coordinated and facilitated inpatient/outpatient care for patients, with a focus on foreign expats
Managed medical records and organized them for easy retrieval
Processed medical insurance claims, reimbursements, and verifications
Handled panel medicals coordination and facilitation
Scheduled and facilitated visa medical appointments
Orchestrated comprehensive/executive medical checkups
Provided secretarial support to the CEO
Managed front desk support, coordination, and facilitation
Scheduled meetings and followed up accordingly
Citilab Private Limited  ▪ Islamabad  ▪ Pakistan 
Secretary
06/2008 – 10/2009
Provided front desk support, coordination, and facilitation
Managed daily schedule and calendar of CEO
Conducted data entry on a daily basis
Generated software-based reports and invoices
Coordinated and facilitated front desk office for smooth appointments
Arranged travel arrangements
Handled daily petty cash
Maintained detailed record-keeping
Facilitated and coordinated outpatient services for patients, particularly foreign expats.
Tcs Private Limited  ▪ Islamabad  ▪ Pakistan 
Customer service agent
04/2006 – 09/2006
Provided exceptional customer service by promptly answering and addressing client inquiries over the phone
Maintained and updated daily data sheets for clients to ensure accurate information
Collaborated with the operations department to quickly resolve client issues and inquiries
Coordinated with front desk staff and couriers to facilitate smooth deliveries of shipments
Accurately entered data for daily deliveries completed by couriers
Participated in daily meetings with the operations manager to address and resolve any pending issues
Qualifications
· Bachelor – Allama Iqbal Open University – in process
· Intermediate – Board of Intermediate and Secondary education – 2004
· Matriculation- Board of Intermediate and Secondary education – 2001

Skills
Customer services support       Calendar Management      Travel Arrangement                             Filing System Organization       Secretarial support            Logistics support
Front desk support                    Data entry, letter drafting  Teamwork
Problem solving
Certificates
Internal Audit  ▪ Certificate Services of Pakistan 
04/2018
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