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Neelam Ejaz

Mobile: 33321240 / 38444240
Email: nilam.ejaz12@gmail.com
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   Personal Details:                Nationality: Bahraini
                                                                         CPR No. : 901113620
                                                                         Date of Birth: 12th Nov.1990
					Marital Status: Married                                                            

       Administrator – Customer Services – Operational Management


To be a part of any organization, have excellent administration skills, with experience in dealing with customers and high level workloads within strict dead lines .Now looking to start a new challenging career within a customer facing, administration position within the Arts or Environmental Sector.
_____________________________________________________________________________________________________


Area of Expertise


	· Administration
	· Customer Services
	· Counselling

	· Staff Training
	· Working within strict deadlines
	· Reception

	· Computer literacy
	· Office Management
	· Supervision

	· Recruitment
	· Team Building - Leadership
	· Professional liaison 

	· Fluent English
	· Contracts
	· Teaching


Professional Development


	      Secondary School (S.S.C) I & II
	Pakistan Urdu School, Bahrain

	     Higher Secondary School (H.S.S.C) I & II
	Pakistan Urdu School, Bahrain

	Diploma in Computer Science
	Global Institute, Bahrain

	     
	




Professional Experience 


CORPORATE SALES	
		                                                                      Aug, 2009 – 2010
Cybertech Middle East W.L.L



           
FRONT DESK & ADMIN EXECUTIVE 
                                                                                        March, 2010– 2014
S3tel Incorporated Foreign Branch



SALES ASSISTANT                                    March,2014 - 2017

BAHRAIN DUTY FREE      




Responsibilities:-
· Public Relations: Develop and Maintain good contacts 
· Office Maintenance: Includes repairs & maintenance of internal office assets & equipment’s like printers, scanners, lights, floorings, cleaning etc.
· Office Stationeries: Coordinating with Finance for business stationery (Business Cards, Letter Heads, and Envelopes etc.) Arranging & updating Finance for new requirements.
· Office Pantry Maintenance: Maintain sufficient Pantry Items and Equipment’s available for all staff.
· Office Drivers and their Work Schedule: Receiving driver requirements from staff, allocating drivers, and coordinating till the job is finished.
· Minutes taking skills
· Attending phone calls
· Keeping a log 
· Assist the Assistant General Manager and Administration/Marketing and HR Manager. 
· Monitoring reception
· Administering the updating of Human Resource requirements (internal/external), transfers, promotions and advertisements.
· Monitor and approve all senior and junior staff leave and travel ticket entitlements
· Provide weekly computer reports in the areas of recruitment, contract renewal schedule, medical reports, drivers over time and local and temporary staff cost reports.
· Hotel bookings and guest arrival arrangements including Lodging
· Looking after the Guest Houses owned by the company.
· Provide suitable environment and maintenance support for the employees.
· Dealing with Batelco, Viva, Zain and other telecommunication for their services.
· Analyse measures to control the overhead expenses budget for every department in the organization.
· Responsible for the wellbeing of all employees in the organization.
· Take care of people both inside and outside organization support every department in the organization in order to make the job run effectively and efficiently.
· Providing a face-to-face service if the customer cannot be dealt with over the phone.
· Answering questions by phone, post and email. 
· Arranging meetings with clients
· Filing the documents
· Bookkeeping and travels follow-up.



Achievements

· Expert in Online Applications 
· Certificate of Excellence S3tel, Bahrain

Languages:				English, Arabic , Urdu, Hindi.

Interests and Pastimes:		Reading, Debating, Surfing and exploring new technologies, Travelling, Making Friends Compiling Short stories, Photography, Driving,
                                                                          Mountenering,Cycling,Surfing  Net,

Other Skills:		           		Valid Bahraini Driving License

ACKNOWLEDGEMENT
I hereby acknowledge that the above mentioned details are true to the best of my knowledge & belief


                                                                                                                                              Neelam Ejaz
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