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	Cell # 0509032210

E-mail : shumaila.ashraf@gmail.com


Shumaila Ashraf

	Career Objective
	To be an asset for an organization to allow me to grow by utilizing my knowledge and interest towards its growth and development. 



	Working History 
	Gitex:

Job Title: Promoter

Date: 16th to 24th oct 2010

· Worked as a Promoter for Epson in the printer solutions section.

Galadari Infotech:

JOB TITLE: Customer Service Supervisor

DATE of joining FEB 2008

Representing gala Dari for different projects and follow:
· R Holding AJMAN

· Appointed as supervisor to give training for EPMS software
· Taking care of all data and updating in the system as per requirement
· Accomplished the project before the deadline
· Taking care of al the problems related to EPMS software
· Created accurate daily analysis reports and submission of the same to the chairman and IT manager
Galadari Infotech

JOB TITLE: Customer Service Supervisor 
DATE OF JOINING AUG 2008

M HOLDING DUBAI

· Appointed as supervisor to give training for EPMS software
· Taking care of all data and updating in the system as per requirement
· Accomplished the project before the deadline
· Taking care of al the problems related to EPMS software
· Created accurate daily analysis reports and submission of the same to the chairman and IT manager
Higgs & Hills

Feb 2007
Job Title: Assistant Purchase Manager   

Responsibilities:

· Delivery of invoices to accounts department after verifications from LPO and DO.

· Understanding consumer goals and then highlighting the business opportunities and identifies priorities to achieve these goals by working on chronic issues that are negatively impacting customer experiences.

· Determine controls on processes related directly to customers and help business in implementing these controls.

· Define performance standards and validate measurement system\processes.

· Ensure that the customer touch points are effective, functional and complies with the over all business objectives through proper performance measurement.

· Work closely with business on identifying and  implementing process improvement re engineering plans and find outside expertise\help when required

· Help business in planning\implementing training reward and recognition programs for front liners.

Alec ( al jabr Engineering and contracting)

Jan 2006

Job Title: Assistant purchase manager
Responsibilities:

· Same as Assistance purchase manager in higgs and hill
Biznas Marketing, Sharjah
Job title: Associates sales In charge

Date of joining NOV 2002 till Feb 2003

Responsibilities:

· Telemarketing of web cards

· Placing orders based on customer\market requirement

· Handling potential buyers in accordance to their requirements 

· Closing deals and preparing invoices

· Preparing daily and weekly sales report.

Galadari Motor Driving Centre

Job title:  Senior customer service executive

Date of joining April 2004 till NOV 2005

Responsibilities:

· Created techniques for introducing the sales concepts and the product to corporate clients.

· Complete coordination with Dubai traffic department.

· Developed new ideas, offers and schemes for the sales and marketing staff.

· Accomplished registration target before deadline.

· Managed and setup the lamcy plaza branch in Bur- Dubai of the centre single handle initial with outstanding achievements in registrations. Also processing and forwarding of students applications, cash management and documentation and updating computer software on day to day basis.

· Organized with various private and corporate offices for group student registrations.

· Build and enhanced customer relationship with business civic and governmental organization.

· Created accreted weekly and monthly analysis reports and submission of the same to marketing manager.



	Skills / Expertise


	· Good communication & inter personal skills

· Potential to work as an effective team member.

· Ability to work under stress and take new initiatives.

· Computer literate: Ms. Word, Excel and Power Point.

· Effective dealing with difficult customers using “Assertive” behaviors.



	Educational Qualification


	Bachelor’s Degree

European Educational Institute, Sharjah, UAE

Graduation year 2004

	Courses / Workshops


	· Attended Workshops on “Customer Care”. 



	Languages 
	             English, Urdu

	Interests and activities
	             Internet surfing, Music, Reading Books 

	Personal Information 
	      Nationality:           Pakistani

      Date of Birth:       8th  Jan 1984

      

	Reference
	             To be furnished upon request 
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