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Customer service adviser
Key Skills
	Office Skills:
	Telephone & Front Desk Reception ( Customer Service ( Filing Database & Records Management ( Executive & Administrative Support Reports & Spreadsheets  (  Complaint Handling 

	Computer Skills:
	Word ( Excel ( PowerPoint ( Access  ( Outlook ( Windows Vista/XP


Professional Experience
August 2007 – up to date
Dubai Islamic Bank


 Sharjah – UAE  
Acting team leader 

· Handle daily floor activities and service level
· Monitor queue and track inbound calls. Keep agents aware of inbound calls, calls waiting, abandonment rate, etc.

· Handling the VIP calls and difficult customers

· Provides product/service information by answering questions; offering assistance
· Multi task of support and voice coach
Senior Customer service Rep:

· The Job mainly related to handling customer inquires, complaints, trying to guide them to the best solution.

· Provide immediate solution to all ATM & Credit Card problems.

· Inform customers about all bank services.

· Creating opportunities of cross selling for bank products
· Handling customer requests, as chq book, credit card, money transfer, ATM card and Credit card replacement...etc.
· Identify and escalate priority issues
· Send electronic communication in support to inquiring clients
July 2005 – July 2007

Areeba Mobile Phone Services (Currently MTN Int)        Khartoum – Sudan

Customer Service Rep:
· Manage all customers’ transaction of GSM cards.

· Report all financial operations of front desk including daily cash allocation.

· Follow up all customers’ inquiries and complaints with all departments.

· Coach and train new CSR joiners.

· Provide the customers with new products. 

· Translate the out going  correspondent  from Arabic to English or vise verse 

Aug. 2004 – july 2005

                   Elie Holding Group  
                            Khartoum – Sudan

Administration Procurement Assistant:

· Monitored status of existing requisitions; maintain contact with suppliers to ensure timely delivery of goods/services.

· Confirm compliance according to allocated standards.

· Organize pre listed from local market suppliers 

· Initiate suppliers’ payment (cash & cheques )

Administration service assistant:
· Handle the department maintenance orders

· Supervisor the workers in inside & out side company

· Follow up all maintenance and repair activity for office compound and

· Follow up public service provider bills (water/electricity/etc) and

· Translate the legal documents from Arabic to English language or vice verse. 

· Arrange the correspondent’s translation.

· Inform customers about all services.

· Provide immediate solution to all procedure problems.

· Generate reports to immediate manager.

· Any service will be avail on request.

· Report all financial operations of front desk including daily cash allocation.

· Follow up all customers’ inquiries and complaints with all departments.

Jan. 2003 – Aug 2004

              Ashraf International Company                       Khartoum – Sudan

Sales Representative:
Education
1999 – 2003


University of Khartoum 

           Khartoum – Sudan

Bachelor of Arts (English & Psychology Major)AS in Business, 2004
	PROFESSIONAL DEVELOPMENT


Available upon requested
                                                         SKILLS & ABILITIES:

· Ability to Coach & Train.

· Ability to forecast & Plan.

· Understating of Diverse culture.
· Work in pressure 
· Team sprit  
· Leadership 

                                                    PERSONAL INFORMATION:

· Date of Birth 

: 1st May 1979

· Nationality

: Sudanese.

· Marital Status
: Married.

· Driving License
: Valid U.A.E drive license + own car
· Residential permit 
: Transferable.

