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Nationality:

Djibouti

Date of Birth:

31st August, 1985

Place of Birth:

Ajman, United Arab Emirates

Profession:

Customer Service Officer

Seeking an employment opportunity in an organization that promotes personal development and growth, where my professional experience.
Exploitingmy experience, abilities and personal traits to support organizational businessobjectives.
High School Certificate 
Sauda Bent Zouma High School for girls (UAE - Ajman)

· Attended Training in MS Office (Word, Excel, Power Point & Outlook) in Ajman International Institute 

· Attended course in office administration and secretarial skills in Ajman International Institute.

· Attended Training in Effective Communication Techniques in Emirates Institute for Banking and financial Studies.
· Proficient in MS Office.

· Excellent coordination, office administration and secretarial skills.
· Able to handle day to day correspondences and inquiries through mails, phone calls and faxes.
· Translating various documents from English to Arabic and verse versa. 
· Strong Interpersonal & Communication Skills.
· Extensive knowledge of motor insurance policies and related process.

· Excellent Training skills.

· Team player.

· UAE Driver’s License 

Arabic (Native Speaker)
English (Fluent)

9 years’ experience in customer service within 3 companies in Dubai, UAE.
Experience in providing rich customers experience where I explore ways tomeet their expectationsand‘to goan extra mile' in order to reach their satisfaction and ensure long-term sustainable customer relationship.
Ability to provide valuable product related information and assist customersin making righteous informed choice.

Assist in improvingproducts offering and customer’s service standards based on understanding future customers’ needs and expectations.
Experience in dealing with difficult situations where customers complain in a professionalmanner and learning how to offer alternative solutions and successfully deal with unrealistic customer requests.
Moreover, sharing experience with new staff and colleagues via orientation programs, discussion sessions, meetings and trainings.
Business Development & Customer Service Officer 
Dubai Insurance Company (Dubai , UAE) 

(Mar -2012 to Present) 

Responsibilities:

1. Receiving inquiries regarding various insurance products via phone calls and emails.
2. Using company spreadsheettemplates to provide latest quotations for prospective as well as existing clients.
3. Coordinating with colleagues to follow up and close various motor insurance policy transactions.

4. Translating transactionsand other documents upon request.

5. Sending email reminders to motor insurance policies clients via emails or faxes on a monthly basis.

6. Training new staff on skills related to motor insurance policies such as: 

a. Exchanging communications with prospective and existing customers.

b. Developing complete understanding of motor policies transactions process.

c. Basic office administration skills.        

SALIK Customer Service  Representative 

CTS Capula (Provided on an outsourse basis to RTA Dubai)
(Jun – 2007to Feb - 2012) 

Responsibilities:

1. Data entry and making daily system updates
2. Acting as a call center agent for inbound out bound calls

3. Performing front desk duties and receiving customer inquiries, complaints and suggestions

4. Making reports to supervisor on daily and monthly basis.
5. Responsible for other duties assigned. 

Customer Service Executive
Arabian Oud Perfums Company (Dubai , UAE)
(Mar 2005 to Jan 2007)
Responsibilities:
1. Selling various perfume products to customers.

2. Providing product related information to customers.

3. Closing daily sales register.  

4. Updating and reporting monthly and annual Inventory levels.
5. Daily cash collection and control 
6. Perform internal auditing for sales and inventory reports
7. Making and receiving store items orders (4 Shops)
8. Coordinating between shops when necessary.
9. Responsible for other duties assigned. 
Upon Request.
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