Saima Adnan
1225 Raspberry Terr Milton-ON L9E1N1
Cell: (416) 567-3962 | Email: samedee@gmail.com
Nationality: Canadian
. 
Education
BBA     : Bachelor in Business Administration								 3.3 GPA
MCSE:  Microsoft Certified Systems Engineer								 Pass A+ Grades


Real Estate Professional Profile 
Dedicated and results-oriented real estate professional with a strong track record in the industry since 2016. Leveraging over a decade of customer service experience, including with Mortgage Alliance, I specialize in guiding clients through successful real estate transactions from initial consultation to firm closing. Known for thriving in high-pressure, deadline-driven environments while consistently delivering exceptional client satisfaction and fostering long-term relationships.
Experience

Real Estate Professional:
REMAX Gold Realty Inc									June 2016- Present

Key Strengths:
· Proven success in negotiating and closing firm real estate deals
· In-depth understanding of residential real estate processes and documentation
· Front-line experience handling client concerns, resolving issues quickly and effectively
· Strong skills in handling difficult deal. 
· Strong skills with lawyers communication
· Trusted for building rapport and earning client trust
· Strategic in identifying opportunities and making value-added referrals
· Excellent interpersonal, communication, and organizational skills
· Positive, team-oriented attitude with a passion for client service

Mortgage Alliance- Mississauga
Customer Service Representatives 							Sep 2013 – June 2016
Job Responsibilities:
	Serves customers by providing product and service information; resolving product and service problems.
	Ensure customer problems are handled appropriately, telephone, fax office front desk, schedules.
Job Duties:
· Attracts potential customers by answering product and service questions; suggesting information about other products and services.
· Ensure that customer area is professional & inviting appearance.
· High volumes of correspondence on a daily basis 
· Create new records and opens customer new accounts by recording account information in data base system. 
· Maintains customer records by updating account information.
Responding to file management requests from both internal and external sources and makes necessary arrangement.

Verifies and updates confidential client information within Provincial data base, and system. Resolves product or service problems by clarifying the customer's complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution.
· Meet professional/personal development objectives by utilizing learning maps
· Be knowledgeable of and comply with office and industry codes of conduct and with securities laws and regulations.
· Handle returns and complaints
· Understand and apply bank/branch operating policies and procedures - which may include assisting with the branch opening and closing procedures on a rotational basis.
· Attending all phone calls, receiving faxes, copy, scanning for office use. 
· Ensure necessary due diligence to support the accuracy of all customer transactions.
Election Canada Milton ON
Revising Agent 									Election Period 2015
· Sets up the poll with the necessary supplies.
· Resolve customer problems quickly
· Hands the ballot to the elector and indicates the instructions to follow
· Ensures that the poll clerk and candidates’ representatives follow the rules and procedures
· Manages the registration process at the polling station when no registration officer is appointed.
· Ability to work alone or in a team setting, Data entry in system for all who has changes.
· Ensures that all partisan material is removed
· Returns the ballot box and related materials to the returning officer.

Tax Wide Company- Mississauga  
Customer Services Representative 							Sep 2013-Aug 2015	
Job Duties:
· Resolve client problems quickly and/or refer to colleagues as appropriate. 
· Work accurately and efficiently in a multi-tasking environment where high attention to detail is required in tax returns  
· Respond to telephone inquiries, providing quality service to customers and associates inquiring about the tax’s new rules and their submission with CRA, Cash handling.
		 Phone calls, Fax, copy, scan, filling, maintaining records.
· Listen attentively to caller needs to ensure a positive customer experience.
· Access electronic and paper cataloguing systems to look up product information and availability.
· Strive for quick complaint resolution; commended by supervisor for the ability to resolve problems on the first call and avoid escalation of issues
· Demonstrate the benefits and encourage clients to use alternate ways to bank such as Bank Machines, Telephone Banking, Mobile and Online Banking
· Resolve client problems quickly and/or refer to colleagues as appropriate.
· Be knowledgeable of and comply with Bank and industry codes of conduct and with securities laws and regulations.

Skills:
		Communication skills, Customer-service skills, Interpersonal skills. Listening skills. Patience, 			Problem-solving skills, Knowledge of the Product, Microsoft office, Email. Languages (Urdu, Punjabi)
		Work ethic, Customer satisfaction   

			



Reference available upon request.
