
	


	Email : fatima.271709@2freemail.com  




	Job Objective:        

Job Title
	 Seeking a long-term career with a respectable company where knowledge and experience are fully utilized in a team spirit atmosphere and excellent career prospects are assured. And also a challenging creative job to increase my experience and expand my horizon in the business field.



Quality assurance &Call Monitor, Customer service Officer, Coordinator, Executing,  Sales, Accounting, Marketing, Management or any is related. 




	Name:
	Fatima 

	Birth Date & Place:
	 Oct 29th - 1985 Dubai

	Nationality:
	Jordan.  

	Marital Status:
	Married.




	Knowledge  & Skills
	· Analytical Skills, Marketing, Market Research, Quantitative Skills, Attention to Detail.

· Excellent negotiator.
· Excellent verbal and written communication skills desired. 

· Effective listening skills

· Familiarity with Microsoft Office products and general computer keyboard skills in addition has to have technical and internet expertise.
· Excellent Time manager.
· Demonstrate Sales/ Customer service communication skills.
· Applies problem solving skills
· Utilize customer service experience to answer and resolve customer inquiries via inbound phone calls/emails/Faxes/Callback/ IVR.
· Maintain production and quality standards.  
· Working in a fast-paced high call volume environment. 
· Self-motivated and energetic personality. 
· Friendly and courteous telephone manner required
· Punctuality and efficiency, with the ability to prioritize.

· Excellent team player
· High knowledge with UAE financial market transactions and everything is related to that.

· Ability to learn new roles quickly.
· Good in handling problems.

· Ability to work well under pressure. 

	Education  
	· 2002-2003 High School, Dubai.

· Secretary &Computer Course from computer center in Dubai. 

· Study at International College of low, Business administration & technology –for Diploma of Business Administration (Management).


	Experience
	· Mubasher Financial Services (Mubasher Trade) 15/06/2012 – 22/11/2015.

· Seiner customer service Officer  S.C.S.R and problem resolution proficiency standards.
· Masafi Mineral Water Co. L.L.C. 28/10/2009 – 01/4/2013.     

· Customer service Officer C.S.R complaint officer and problem resolution proficiency standards.
Premium source for world-class products, pure natural mineral water, fresh and natural juices, chips, basmati rice and world-class tissues.

Daily execution of customer demand including order 

Management and handling of logistics queries for Masafi products within 

defined areas and customers.  

Key Responsibilities:
· Support and provide superior service via phones, e-mails, faxes as a receiver and caller.
· Use questioning and listening skills that support effective telephone communication. 

· Ensured clear communication pertaining to service terms and conditions ensured confidentiality and followed up on complaints to prevent escalations and legal implications.
· Managed high volume of Masafi Company customers' calls while meeting quality, productivity as well as rapid response rate as per established standards.
· Handling the call center operation and revert to in line manager in order to coordinate with other departments.
· Coordinate with other departments to achieve best service quality.
· Coordinate with other department for products deliveries and convey the same to the customers.
· Data Entry/Update Customer Details/Orders. 

· Products marketing through telesales.

· Insure Customer Satisfaction. 
· Place  customer's orders into Masafi Blase CRM (Masafi delivery 

Database).

· Contact point for customer with regards to delivery status, Delivery information (quantity, schedules,Masafi Products )

 

· Ensure that systems and databases are updated

according to the processes.

· Generate Sales reports . 

· Co-ordinate with Area Sales Supervisors & Sales Unit on

order changes / cancellation, supply updates and delivery issues.

· Inform Factories of order exceptions and specific

Customers requirements and ensure execute accordingly

· Responding to customer queries related to orders.

· Monitor and ensure customer's Delivery Quality

claims are attended to and resolved within the lead-time stated in Service

Level Agreement.

· Direct broker for Financial Services ("DBFS" Mubasher) call center 1/03/2006 – 15/03/2009.

· Customer service representative C.S.R and problem resolution proficiency standards.
· Thames Water  Ajman filing and data entry 01.08.2003 - 01.10.2003  
· Popular music institute Dubai. Secretary     01.02.2004 - 01.02.2005




	Interests
	Reading, Activities, and Internet.
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