Nazia Saleem
7517 N. Crawford
Skokie, IL 60076
(773) 930-0870
Naziasaleem148@yahoo.com
SUMMARY
· Strong organizational, problem-solving, multi-tasking, and time-management skills
· Dedicated to maintaining high standards and providing superior customer service and client satisfaction. 
· Effective communication skills and advanced understanding of customer needs with diligent attention to detail 
· Highly Proficient in Microsoft Office and knowledge of computer applications
· organized, flexible, goal-oriented, and results-driven individual who can work with little supervision
EDUCATION
-Keller Graduate School of Management						   Chicago, IL
Masters of Business Administration 			                      			     June 2013
GPA 3.70
-DeVry University									   Chicago, IL
Bachelor of Science in Business Administration					       Feb 2011 GPA 3.0/4.0
RELEVANT COURSE WORK
Leadership and Organizational Behavior 			Marketing Management
Business Planning Seminar					Business Intelligence Systems
Database concepts
Accounting and Finance: Managerial Use and Analysis 
COMPUTER SKILLS
· Microsoft Excel	-Microsoft Access	-Microsoft Word 
· Microsoft Project	-Power Point		-Visual Basic	
· Share Point		-SQL Server		- Visual Studio
· Tri-lingual: Hindi/Urdu/English		-SMS
· GradPro
EMPLOYMENT EXPERIENCE
Computer System Institute		Skokie, IL					2013-Present
Inquiry Response Coordinator
· Assigned all inquiries to appropriate department within 5 minutes
· Inputted prospect inquiries into database in timely fashion
· Handle inquiry calls from students, secondary institutes, etc. and provide appointments that include a presentation, tour and closing. 
· Generate daily call reports 
· Assisted DOAs, DOMs and Admission Manger with daily call measurements. 
· Maintain a working knowledge of Federal and state regulations and reimbursement.
· Compile and distribute admission papers.
· Providing phone coverage (as needed)
· Maintain hard copy documentation of all leads.
· [bookmark: _GoBack]Other duties and special projects as assigned.

Huma Salon				Chicago, IL			      		2012- present
Manager/Front Desk Receptionist
· Designed and created a database for the clients using Microsoft Excel and transferred to Microsoft Access.
· Greeted and welcomed customers in waiting area and Scheduled appointment meetings 
· Maintained knowledge of all salon operations, procedures and regulation
· Responded to guest's queries and requests and obtained positive guest relations
· Resolved guest complaints or problems		
· Sorted general complaints and issues of technician and customers.
· Set appointments for clients per request, with due consideration to their schedules.
· Manage the retail sale of beauty products, and determine the inventory requirements.
			
First Choice Auto Sales		Posen, IL					2010- 2012
Office Assistant
· Assisted with general office tasks including filing, photocopying and faxing. 
· Created excel files for inventory and cars listing.
· Conduct online searches & car postings on websites
· Answered multiple phone calls and mass mailing. 
· Helped customers with general and vehicle information. 
· Perform data entry of customer’s information							
Sonia Salon				Chicago, IL					2006-2010	               
Front Desk Receptionist/Stylist	
· Received and greeted clients politely, leaving a positive impression of the salon in their minds.
· Answering clients’ inquires and question through email and phone calls. 
· Leading the clients to the room they need to be. 
· Handled the customer problems and resolving them.


