
 

     

 ALISHA RAJEET  
 

 
 

CONTACT 
 

 (+971)-50-6176434 

 alisharajeet@gmail.com 

linkedin.com/alisharajeet  

 
PERSONAL BIO 

 

National i ty:  Indian 

Marital  Status:  Single  

Visa Status :  Father ’s 
Sponsorship  

Avai labi li ty: Immediate  

Driving License:  Avai lable 

CAREER OBJECTIVE 
 

 To accept  a  chal lenging career  with  a  progressive and 

dynamic organization so  as  to , enhance  and develop my 

creative  ski l ls  for  mutual  advantage and t o  add value  to  

the organization.  Also, to secure a responsible career  

opportunity  to ful ly  uti l ize my training and ski l ls , whi le 

making a signif icant contribution to  the success  of the  

company.  

 

 

SKILLS 
 

  Cold Cal l ing 

  Copy Edi ting  

  Writing Ski l ls  

  MS Word  

  MS Excel  

  MS Power  Point  

  Tal ly ERP 9  

  Article/Report  Writing  

  Social  Media Mg t  

  Proof-Reading  

  Creating Infographi cs  

  CRM Management  

EXPERIENCE 
 

CONTENT WRITER (Freelance) 

(2016 -  Present)  

•  Ut i l i zed  s t rong  communicat ion sk i l l s and knowledge on 

bus iness management subjects ,  when writ ing  and edit ing  simi lar  

mater ia l  f or  corporate and univers i ty -based ind iv iduals .  

•  Appl ied creat iv i ty  and brainstorming  sk i l l s  when coming  up 

wi th  new mater ia l s f or  a  p lethora of  tasks  and ass ignments .  

•  P roposed creative  and unique ideas f or  themes,  content  and 

exerc i ses  in the  relevant  bus iness  f ie ld.  

•  Created content  that  are  focused on business management  

subjects .  

•  Ass i s t ing  ind iv iduals in corporate  f i rms  and univers i t ies  to 

compi le  and develop reports ,  presentat ions ,  es says ,  surveys ,  

induct ion t ra in ing mater ia l s ,  etc .  

•  Develop content  f or  advert i sements  in  the  R eal  E state  

Sector.  

 EDUCATION 



 

 

BBA 
2015-2018 

Majors in Business 

Management-  Cromwell UK 

Col lege,  Ajman
 

 

LANGUAGES KNOWN 
 

-Eng lish:  Fluent  

-Hindi:  F luent  

-Malayalam: F luent  

-Tamil:  Intermediate  

-Urdu: F luent  

 HIGHWAY SPARK TECHNICAL SERVICES L.L.C 

ADMINISTRATION 
 Ju ly  2018 —  Ju ly  2019 

 •  Constant  check up  with  exi st ing c l ients  by taking  up  the i r  

f eedback about the maintenance  serv ice and let t ing  the  

maintenance  team know it  and change accord ing ly .  

•  P repar ing  monthly  invoices  f or  the maintenance service  

provided to the exi s t ing  c l ients  and prepar ing tenders ,  quotat ions 

and cash  invoices  f or  the ag reed quotat ions  after  the  work 

complet ions.  

•  Fo l lowing  up on pending payments and ng m based on dates  

rece ived.  

•  P roper  bookkeeping  of a l l  b i l l s ,  receipts ,  cheques  and other  

important  documents  f or  f uture  reference.  

•  P rovid ing  real - t ime schedul ing suppo rt by  booking  

appointments and prevent ing confl i ct s.  

•  P rovide  back- up support  of  operat ions  wi th  miscel laneous  

adminis t rat ive dut ies .  

 

AL REEF COMMERCIAL KITCHEN DESIGN SERVICES  

MARKETING 
 Dec  2016 —Oct  2017 

 •  co ld  ca l l ing  new potent ia l  cl ients ,  c l ient business referra l s ,  

or  web leads.   

•  P rovide  prospect ive  customers/cl ients  with  a l l  serv ices  

of f ered,  and addi t ional  presentat ions  as  needed.  

•   Work wi th c l ient  to  create so lutions  f or  the i r  needs  and 

consul t  through the  sa les  process .  

•  Maintain  c lose  c l ient  communicat ions whi le c lear ly  def in ing 

market ing  object ives .  

•  E xce l led  in  market ing the sa id serv ices  to  Hote ls  under the  

E MAAR  Group, and other  5 - s tar  hote l s and acqui red  projects  f rom 

the  same.  

 

ADMINISTRATION  
•  Maintain  and manage c l ient  database  with  detai l s of  deal s ,  

contracts  and payments .  

•  Answer phone cal l s :  T h is  can  involve  taking  messages  or  

d i rect ing  cal l s  to  appropriate personnel ,  and even d irect ly  

answering  general  quest ions f rom c l ients ,  customers,  and others .  

•  E nter ing invoices ,  payments  and a l l  other  bank t ransact ions .  

•  P erf orms  other  re lated duties  as ass igned for  the purpose  of  

ensur ing  the  ef f i cient and ef f ective  f unct ioning  of  the  departmen t 


