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CAREER OBJECTIVE

To obtain a challenging position that would best fit my qualification and to develop further my skills and experience for a continuous career development and to provide administration support to the organization.

SPECIALITIES SNAPSHOT

Arabic/English speaking, Dedicated and hardworking individual in Customer Service, Call Center with Strong communication skills and management skills. Fast learner and eager to learn new techniques and ideas towards company goal satisfaction.
WORK EXPERIENCE

Mohamed Al Geziry Consultancy - Dubai

Field Interviewer (April 23, 2015 till present)

       Mohamed Al Geziry Consultancy is a Strategic Hospitality & Tourism Consultancy firm based in Dubai, UAE,    

       established in August 2001. Our core role is to provide advice, information and direction of the highest 
       caliber to all types of clients involved in the region’s hospitality and tourism industries.

· Participated in Department of Tourism and Commerce Marketing research and Survey.
· Participated in Meraas Holding research and Survey.
Gulf Commercial Group - Dubai

Exclusive Distributor of Kyocera Photo copy machines in UAE

Customer Service Dispatcher (July 2012 till Sept 2013)

· Receiving customer complaints, dispatch the calls to the assigned engineer according to the area.         
· Prioritizing work load and distributing the calls accordingly.

· Make sure the call is attended as per GCG standard response time and assuring the customer satisfaction.
· Close the calls in the system

· Escalate the open calls to service manager

· Processing the customers’ toners requests after confirming the contract type and assuring the customer is eligible for the toner.

· Data entry and maintaining the filing system. 
· Handling emails, correspondences, calls from clients, and translating the incoming documents. 

· Coordinating meetings, conferences.

PROFESSIONAL QUALIFICATIONS
· Proficient in windows-based application such as MS Office application (word, excel, PowerPoint, outlook).

· Bilingual (Arabic and English).
COMPETENCIES

· An effective communicator with strong written, verbal, interpersonal and analytical skills.
· Excellent skills in Customer Service & Communications
· Dynamic and enthusiastic to new assignments, innovative ideas and smart work with high degree of self-confidence.

· Works well under pressure, meeting required deadlines.
· Ability to manage and work well in a team, strengthening it & raising it to new heights.
· Adapts easily to changes and Prioritizes work quickly.
· Bright and cheerful personality with a positive attitude.
Education
B.A Computers and information Systems (2008)

Egypt

Mansura University
PERSONAL INFORMATION

Year of Birth


:
1987
Gender



:
Female

Nationality


:
Egyptian
Marital Status 


:  
Married
Languages known    

:
English & Arabic
            Education                                 :           B.A Computers and information
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