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CAREER OBJECTIVE:
With over years 4 of professional experience, I am looking for fulfilling & challenging career, where I can contribute to the growth of the organization and prove to be an asset for its effective functioning and be a team player for the achievement of organizational goals and its success.
PROFESSIONAL EXPERIENCE:
Company
: Air Miles
Designation : Customer Service Representative
Period
: Dec 30th 2012 to April 30th 2013 (Temporary Position)
JOB DUTIES AND TASKS PERFORMED:
· Handling general, escalation calls and following up on pending cases. 
· Vouchers, cards to be couriered and picked up, and handling returned vouchers and cards. 
· Sending emails to customers regards to their queries and following up with the escalation emails. 
· Data entry, updating customer accounts and helping them with their queries. 
· Assist customers with the redemption process, guiding them through the collection journey and educating them on Air Miles cards to collect and redeem their points. 
Company
: Nabors

Designation : Data Encoder & Administrator
Period
: May 2012 to June 2012 (Temporary Position)
JOB DUTIES AND TASKS PERFORMED:
· Handling customs files –Import and Export 
· Filing Import / Export documents to guidelines such as content, purpose, user criteria, or chronological, alphabetical, or numerical order for easy tracking. 
· Check files to make sure that all documents are correctly sequenced and placed. 
· Maintain and retrieve information of all Import/Export documentation 
· Data Entry and updating of all Import / Export records. 
· Carrying out administrative duties as assigned by my superior. 
Company
: Emirates NBD
Designation : Processor - Retail Credit Card Unit
Period
: 2009 upto 2011
JOB DUTIES AND TASKS PERFORMED:
· Registration of Applications. 
· Compile & Consolidation information on rejected customers applications. 
· Mailing correspondence to customers for limit decline request on their credit card. 
· Coordinating with branches for customers limit decline request on their credit card. 
· Attending customer queries over the phone and providing solutions. (Inbound) 
· Corresponding with customers on a direct basis in case of conditional or unconditional approval on their credit card. 
· Correct and rectify customer discrepancies. 
· Verifying  and Reviewing Customers details are correct when the card is being approved. 
· Updating internal database. 
· Recording application received from different branches. 
· Updating Discrepant Application source by sales/branches. 
· Inter departmental coordination. 
Company
: Emirates NBD
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Designation : Back Office Executive
Period
: 2009
JOB DUTIES AND TASKS PERFORMED:
· Preparing monthly reports. 
· Preparing various correspondence and reports from rough draft and compiled data, research and gather materials, assemble reports, maintain and retrieve database 
information. 
· Prepare invoices, reports, memos and letters. 
· Open, sort, and distribute incoming correspondence, including faxes and email. 
· File and retrieve corporate documents, records, and reports. 
· Perform general office duties and maintaining records management 
· Coordinating appointments and meetings of clients with Managers. 
· Perform managerial functions in absence of Manager. 
Company
: Emirates NBD
Designation : Customer Service
Period
: April 2008
JOB DUTIES AND TASKS PERFORMED:
· Keeping a track and record of Cheque Books and ATM Cards. 
· Dealing and Execute customers enquires. 
· Balance check of ATM Cards and Cheque Books. 
· Handling discrepancies of Captured Cards. 
· Handling other branches ATMs and Cheques Books. 
· Preparation of Daily Reports. 
Company
: DU Telecommunication -Dubai
Designation : Customer Service-Data Entry & Activation
Period
: Feb 2007 till Jan 2008
JOB DUTIES AND TASKS PERFORMED:
· Data entry of  with source documents. 
· Data in verification 
· Compilation and verification of accurate data 
· Logging Paper based information into spreadsheets or databases. 
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EDUCATIONAL QUALIFICATIONS:
· GCE O’Level Commerce. Conducted by University of London through British Council 
Dubai, UAE. 
PROFESSIONAL ABILITIES:
· Strong Typing & Analytical Skills. 
· Multi Tasking Ability. 
· Ability to work independently under pressure. 
· Able to pay attention to detail. 
· To coordinate with various departments. 
· Adhere to tight time guidelines. 
· Career Record of achieving set goals. 
EXTRACURRICULAR ACTIVITES:
· Al-Mishaal 30 
· Awarded a Merit Certificate in Athletic. 
· Awarded Merit Certificate in Ethnic walk by ACD & AUD. 
SKILLS:
PERSONAL SKILLS:
· Strong Communication & Leadership skills with a proven record to deal with staff at all levels. 
· Willingness to learn. 
LANGUAGE SKILLS:
 Fluency in English, Arabic and Swahili.
COMPUTER SKILLS:
· Knowledge of the Microsoft Office package, which includes Windows XP, 98, 2000, Microsoft Word Excel, PowerPoint & Outlook and Internet knowledge. 
PERSONAL DETAILS:
 Date of Birth
: 20-July-1988
 Nationality
: Holding a comorienne passport with UAE Marsoom
 Marital Status   :  Single
 Driving
: UAE Driving License.
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