CURRICULUM VITA   
Personal Data:
Date of Birth   : 14/11/1977                                   
Place of Birth   : Kuwait  
Nationality       : Jordanian / U.A.E residence
Martial Status   : Married 

Languages        :  Arabic-Mother Tongue.

                            English – Excellent in Written & Spoken.

Objective:
       To obtain Customer relations position providing the opportunity to make a strong contribution to organizational goals through continued development of professional skills 

Educational Data:
· B.Sc.  in Business Administration Branch Financing at Yarmouk University –Irbid, with an Average of (88.5%) and was the Top on  All That's Year  Graduates (2003) 
· Diploma in Office Management & Secretarial Duties, at ATC (Amman Training College) – Naour city with an Average of (92.2%) (1998)

Computer Skills: 

· Microsoft Office. (Excel, Word, PowerPoint.) 

· Typing English & Arabic 40 w.p.m
· Communication dealing with different levels of people 

Experiences: 
· Nov. 2010-Feb. 2011

Dubai Cable Company –Dubai, in Projects Department (Administrative assistant) working in the new project Ducab HV.
Duties & Responsibilities:

· Responsible for project documentation for the new high voltage project under construction.

· Responsible for All office administrative work 
· Feb. 2003 - Dec.2009 :
At Housing Bank for Trade and Finance –Jordan in Deposit Department (Teller, VIP        Customers and Customer Services & relations.   
Duties & Responsibilities:
· Provides account services to customers by receiving deposits and loans   payments; cashing cheque; issuing savings withdrawals.

· Deposit cheque and cash.
· Sending and receiving transfers (SWIFT, western union, telephone)

· Exchange currencies.
· Opening saving, current, and deposit accounts.
· Keep records of customer interactions, process customer accounts and file documents. 
· Issuing debit cards, credit card, PIN numbers.

· Delivering debit, credit cards, PIN numbers to customers.

· Attending customer request for checks book, delivering checks book when they ready to customer.
· Destroying checks book, debit &credit card if required.

· Handle liability letter and settlements form another banks.

· Following up request when sent to head office for processing.

· Handling clearing checks and preparing advices to customers in case of retuned checks.

· Preparing and checking reports.

· Liquidation of fixed deposits.

· Closing accounts. 

· Marinating account maintenance and update.

· Issuing ATM.

· Handling ATM.

· Replenishment cards, captured and reports related to ATM

· Manage large amounts of incoming calls.

· Provide accurate, valid and complete information by using right methods.

· Cross-sells bank products by answering inquiries; informing customers of new services and products promotions; ascertaining customer’s needs; directing customers to a branch representative.
· Contributes to team effort by accomplishing related results as needed.

· Maintains customer confidence and protects bank operation by keeping information confidential.

Achievements:
· Gaining a good knowledge in the banking industry.
· Feb. 1999 – March 2002 :

 At AFMA (Arab Food & Medical Appliances) Al-Zarqa Industrial Zone- as Sales Asst. Manager for local & Export Sales.  
Duties & Responsibilities:

· Managing the sales cycle for Export region starting from finding new leads and prospects to finalizing the deals.

· Contact with existing and new prospects through face to face meetings, networking or telephone calls 
· Generate and / or respond to requests for information (RFI) and requests for quotation (RFQ) 
· Successfully convert opportunities (RFQs / tenders etc.) in to sales revenue for the company 
· Follow company reporting formats and targets including contact reports, sales forecasts and market / competitor information 
· Performing account management activities such as establishing good relations with our customers and discussing new sales opportunities with them.
· Sep- 1998- Jan. 1999 

At AL Bestangy Trading Company as Executive Marketing Secretary

      Amman –Jordan 

Duties & Responsibilities:

· Develop client relationship and sales to generate revenue 
· Follow-up on prospective clients in a timely, professional manner, build &  maintain the potential client list 
· Manage relationships with clients in order to develop sales and generate revenue 
· Ensure the preparation of sales reports and market analysis / studies required by the management
· Focusing on market financial industry by following up with the new leads and maintaining the good relations with the existing customers
· Attend and present at external customer meetings and internal meetings with other company functions necessary to perform duties and aid business development.
Achievements:

· Studying the Jordanian & Export  market needs and focus on the products that help the enterprises maintain and/or reduce their budgets (for example automatic archiving indexing for document management solutions).

· Following up on the existing customers 
· Gaining a good knowledge in the banking industry.
Personal Skills:
· Ability to effectively communicate with people on all levels.

· Ability to work in a team environment.

· Ability to work under pressure.

· Quick to learn and assimilate new concepts

Courses: 

· Selling Skills & Efficient Customers services at Meric Center Amman –Jordan 

· Modern Communication Skills at Housing Bank Center 

· English Conversation at Modern Language Center  
· Valid U.A.E driving license
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