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Raafat Refaat Abdul Fattah 
Address
:  Al Maktoum Street, Deira, Dubai, U.A.E. 
Mobile No.
:  055-3361872

E-mail ID
:  raafat_refat@yahoo.com
PERSONAL SUMMARY:
A motivated, resilient and compellingly persuasive individual who loves nothing more than helping customers resolve their problems or find things that they want. Having a professional appearance and a respectful, business-like manner, with service orientated professional and very confident when handling enquiries, complaints, and communications. Team player, able to work to timely demands and effectively manage multiple workloads.  

CAREER OBJECTIVE:
Looking for a suitable Customer Service or Sales position with a company that has a unique spirit where I can contribute my best knowledge and experience and believes in giving people the freedom to do a great job, but will also supports them in achieving their future ambitions.
PERSONAL SKILLS: 

· Excellent communication and Good problem solver 

· Attention to detail  and  Team player
KEY SKILLS AND COMPETENCIES:  
· Ability to communicate effectively with a wide range of customers.

· Proven aptitude for dealing with customer complaints.

· Experience of working in a busy, inbound call center environment.

· Dealing with customers face to face and prospecting for sales leads.
· Able to identify and act upon potential sales opportunities
AREAS OF EXPERTISE: 

· Customer satisfaction Interpret customer feedback  and call handling 
· Managing Customer  and Data Customer Service
· Listening to customers and Managing expectations 
· Telephone Etiquette/Email handling /Resolving problems
WORK EXPERIENCE:
Metropolitan Palace Hotel & Metropolitan Deira Hotel ( Al Habtoor Group),Dubai, UAE
November, 3013 till present

Public Relation Officer

Duties and Responsibilities:

· Arrange visa (work permit, husband sponsored visa, visit visa etc.) for expatriates.
· Schedule staff’s visa, medical, coordinating with other internal and external departments.
· Organize visas for holiday and business related travel for managers as required.
· Responding to staff queries on Visa/ Labor/ Passport related matters.
· Submit and ensure the processing of all types of applications and paperwork to the local government bodies, including  visit visas, employment or residence visas, car registrations, trade license, labor permits, export license, economic license, foreign license, emirates ID etc.

Panorama Group of Hotels, Dubai, UAE
Office Clerks General-April, 2011 to October 2013

Duties and Responsibilities:
· Filing documents, book keeping, compiling, and sorting file records of all business transaction and other office activities. 
· Answering telephone calls, photo copying, sending documents by fax, delivering important documents,/messenger and hold records inquire 
· Collect documents for distribution, mailing and stamping. 
· Setting up appointments for customers and make travel arrangements. 
· Coordinate and schedule deliveries, keeping and making office database. 
AL Tahrir Company, Egypt
Sales Representative-April 2010 to March 2011
Duties and Responsibilities:
· Services existing accounts, obtains orders, and establishes new accounts by planning and organizing daily work schedule to call on existing or potential sales outlets and other trade factors.
· Adjusts content of sales presentations by studying the type of sales outlet or trade factor.
· Focuses sales efforts by studying existing and potential volume of dealers.
· Keeps management informed by submitting activity and results reports, such as daily call reports, weekly work plans
ALNASR Company, Egypt
Customer Service-June 2008 to March 2010
Duties and Responsibilities:
· Responding to all telephone and online enquiries from customers

· Logging calls on the Customer Relationship Management (CRM) database

· Processing refunds and investigating payment issues and escalating where needed

· Providing pre sales and after sales support to all customers over the phone and via email 
· First point of contact for all customers and cashiering responsibilities
COMPUTER SKILLS:
Efficient User of Operating Systems (Microsoft Office-Word, Excel, Outlook, Power Point).

EDUCATION:
Assuit University Egypt - Bachelor of Law (2009)

CERTIFICATES and LICENSES:

Valid UAE Driving License/ (ICDL) International Computer Driving License

Certificate for Human Resources Development Course from (S3M)

Specialized Methods of modern Marketing (2009)

PERSONAL INFORMATION:

Nationality

:
Egyptian

Date of Birth

:
09-05-1988

Place of Birth

:
Egypt

Gender


:
Male

Marital Status

:
Single

Visa Status

:
Residence Visa
Languages Spoken
: 
Arabic (mother language) and English
I hereby declare that all the above information mentioned are true and correct to the best of my knowledge and belief.
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