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PERSONAL INFORMATION: 
Date of Birth
              : February 8th 1984[image: image1.png]



Nationality                       : Egyptian
Status                                : Married
Driving license                 : Available - UAE
OBJECTIVE: 

Seeking a challenging position in prestigious organization company to strengthen and enhance my professional experience
EDUCATION:

 Bachelor of Law (By English) - Mansoura University, Egypt – 2005

COMPUTER COURSES:

· Professional user in Microsoft Windows (all versions)

· Professional user in Microsoft Office 2003 and 2007

· Hardware / Software
· ICDL (International Computers Driving License)-Mansoura University
· Very good knowledge of Internet fields
LANGUAGES:
Arabic

: Fluent
English

: Fluent
Russian 
: Basic

Professional Experience – UAE:
ASCON Road Construction – May 2013– Present.                                  

Elsamex Abu Dhabi – Ascon – “Joint Venture” - Communication Agent (Customer Service + Sales).
Performance based contract for the maintenance of ABU DHABI –AL AIN highway (E22) & truck road (E30 / E40).
· Receiving & Sending (External, Internal) Communications & All Information’s By (Telephone- Email -Fax-Letter....). 
· Working 24 hours during the three rotating shifts (Morning – Afternoon – night )per week or every other day.
· Meet & call our customer in door or out to offer our services (Road maintenance requirements).

· Display and sale of all Road maintenance requirements such as(Guardrail Posts - Reflectors –automatic ,electric gates - sign boards - road marking powder - camel grid).
· Introduce, Handle & Check All Information’s On Gisel.
· Training new employees and supervise the professional performance of each of them during the probationary period and evaluate their performance
· Call Police, Ambulance And Civil Defense When The Incident Needed.

· Send, Handle All Files To (LM, PM, DPM) & (DOT) Department of Transport.
· To Make Suggestions For The Development Of The Performance Of The Team And The Way We Communicated By Gisel.

· Follow All Maintenance Operations From Dot (RFS) Under Processing And Sure To Shut Down On The Time From The Clients Side. 

· Preparation, processing & Attend (Training – Meetings).
·  Enforcement with Establishment Actions Protocols within (Accident – Incident – Emergency).
· Preparing all Reports (Daly – Weekly – Monthly – Annual) & Sending all to DOT.
· Provide all the ideas and solutions for the development of the project and increase profits and improve the level of service.
G4S International Info – Security Company – July 2010– April 2013
Outsourced to Union Brokerage Company(UBC)–Call Center Agent (Customer Service) - June 2011 - April 2013
· Working 24 hours during the three rotating shifts (Morning – Afternoon – night )per week or every other day
· Work on trade net program and maintain all customers problems regarding trading and processing all buying and selling operations.
· Control the usage of telephone & fax and proper call directing.
· Typing professional letters for UBC Management to UAE exchange houses and other official correspondence.
· Providing general administrative support to UBC team.
· Determine the nature of inquires / complaints and provide general information.
· Dealing with irate and difficult customers, such as handling and routing emergency calls occasionally

· Flexibility to react quickly and appropriately to challenging situations.
Outsourced to System Constructions – sales Coordinator - September 2010 – June 2011
Responsible for supporting the company Sales Team and ensuring that they have the tools, support and resources needed to set them apart from the competition.
· Managing all the sales related activity of the company.   

· Handling a high volume of customer enquiries whilst providing a high quality of service to each caller.

· Writing up accurate and grammatically correct sales correspondence.

· Tracking sales orders to ensure that they are scheduled and sent out on time.

· Effectively communicating with customers in a professional and friendly manner.

· Ordering and ensuring the delivery of goods to customers.

· Supporting the field sales team.

· Send and receive postal mail throughout the group companies.
Professional Experience – Egypt:

Promo Trade for Pharmaceutical – Assistant Director of Customer Service & Public Relations Department of Marketing– May 2007 – April 2010

· Supervise the processing of all reports submitted to the Director of the department  and the rest of the sections in the company.
· Lead the day to day operations of the team and ensure that all customers are provided with excellent customer service.
· Ensure the retail office teams are aware of and work to consistently meet and exceed reservations sales targets.
· Monitor the discipline, grooming and conduct of the team.
CIB in Cairo – Egypt - Customer Service - Mar 2006 - April 2007     

· Receiving requests for the bank's customers and ensure good service in the fastest time.
· Ensure that all customer complaints received are objectively investigated.
· Identify potential clients via research and networking.
· Conduct cold/warm client calls and attends industry events/trade shows.

National Bank of Egypt (Under Training ) - May 2005 – Mar 2006 
· Worked as Sales officer (Credit-personal loan) ,Public Relation , Customer service & Call Center.
· E-marketing, marketing lateral and tourism marketing and sales.
· Measure employee satisfaction and recommend initiatives to increase.
· Ensure that all customer complaints received are objectively investigated and liaise with team members and management to recommend remedial/corrective action.
Bick Albatrous , Swiss Hotel, Hurghada – Receptionist (Customer Service) – Mar 2004 – April 2005
· All front reception duties & Customers Public Relations.
· Responsible for receiving tourist groups coming and the commissioner to resolve any issues faced by guests.
· Responsible for the supervision of the delivery rooms of the groups to come and receive them.
· Responsible for booking restaurants and the sports club in the hotel.
· Ensure that all customer complaints received are objectively investigated.
· Responsible for contracted hotel with visual media - (TV - ads outstanding) and audio (radio stations) and print (newspapers and magazines) - to display all prices and offers provided by the hotel for guests.
Hilton Plaza Hotel in Hurghada – Sales Officer  –Sep 2003 – Mar 2004
· Responsible for marketing of cruises, concerts and sports activities offered by the hotel for visitors and residents.
Counsel Saad El Hanafi Law Firm–Lawyer (Customer Service Department) - May 2002 – August 2003
· Ensure that all customer complaints received are objectively investigated and liaise with team members and management to recommend remedial/corrective action.
· Trainee lawyer in all cases of civil and administrative law.
· Receive all clients organize and scheduling interviews with the Chancellor Saad Hanafi.
· Assistance in drafting pleadings some civil cases and administrative.
· Office Department official administrative issues in courts of first instance and the partial.
· Receipt of the issues the department of civil and administrative, monitoring and scheduling hearings and meetings with clients.
Skills:

· Excellent communications and organizational skills.
· Punctual and dependable.
· Team player.
· Self-motivated and energetic.
· Good analytical skills.
