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	Dedicated and adaptable professional with a proven track record of success across multiple roles and industries. Currently serving as an HR and Admin Officer in a construction and contracting company, I bring strong organizational, interpersonal, and administrative skills. Seeking to contribute my diverse experience, problem-solving abilities, and commitment to excellence to a dynamic organization that values growth, efficiency, and team development. 


Experience
	July 2024 – TILL DATE
HR & ADMINISTRATOR, NASSER ABD MOHAMMED. BSC. © - BAHRAIN
As an Administrator, I managed day-to-day office operations, including scheduling, correspondence, and data management, ensuring smooth workflow and timely completion of tasks. I implemented a new filing system that reduced document retrieval time by 30%, improving efficiency across departments. Additionally, I coordinated internal communications and organized meetings. My proactive approach to problem-solving led to a reduction in administrative errors and enhanced overall office performance.

	sep 2021 – june 2024
ASSOCIATE, Novocura tech. health services
As an Associate at MFINE, I provided critical support in managing patient inquiries, processing appointments, and maintaining accurate medical records. I contributed to improving patient satisfaction by streamlining the appointment scheduling process, reducing wait times by 15%. Additionally, I assisted in coordinating with healthcare providers, ensuring seamless communication and follow-up, which enhanced service delivery and contributed to a 10% increase in patient retention. My efforts in data management also helped optimize internal workflows, boosting overall team efficiency.

OCT 2018 – DEC 2019
CCA & PERSONAL SHOPPER, SHOPPERS STOP LTD.
As a Customer Care Associate and Personal Shopper at Shoppers Stop, I provided exceptional customer service, addressing inquiries, resolving issues, and ensuring a positive shopping experience. I assisted customers in selecting products tailored to their needs, increasing personal shopper sales by 40%. By maintaining strong product knowledge and staying updated on promotions, I was able to consistently exceed sales targets. Additionally, I contributed to improving customer retention through personalized recommendations and follow-up, resulting in higher repeat customer visits and positive feedback.




JAN 2018 – oct 2018
sales promotor, vip industries ltd. 
As a Sales Promoter at VIP Industries, I actively engaged customers, demonstrating product features and benefits to drive sales of luggage and travel accessories. I consistently exceeded monthly sales targets by 15% through effective product placement and promotional strategies. By building strong relationships with customers and providing tailored recommendations, I enhanced brand loyalty and contributed to a 10% increase in repeat business. Additionally, I assisted in organizing in-store promotions, which resulted in higher foot traffic and improved sales conversion rates.


Education
	2014
bachelors in arts, UNIVERISTY OF KASHMIR

	2011
higher secondary, jkbose

2008
secondary, jkbose


Skills
	Strong Organizational Skills: Ability to manage inventory, track supplies, and maintain efficient systems to prevent shortages or overstocking.
Attention to Detail: Ensuring accurate documentation, order fulfillment, and inventory audits to maintain operational efficiency.
Vendor Management: Experience negotiating with suppliers, managing contracts, and maintaining positive relationships to secure cost-effective solutions.
Problem-Solving: Quick to identify supply chain issues and implement solutions to minimize disruption.
Data Management: Proficient in using inventory management software and tools to track and report on stock levels, improving decision-making.

	Time Management: Efficiently balancing multiple tasks and meeting deadlines in fast-paced environments.
Team Collaboration: Strong communicator with the ability to coordinate with various departments to ensure timely delivery of supplies.
Adaptability: Able to adjust to changing supply demands and new technologies, ensuring continuous improvement in supply chain processes.
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