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KHAOULA 
DUBAI, UAE
Career Objective:
Seeking a suitable position for substantial my past varied experience would be fully utilized in a career opportunity.
Academic Qualification:
· 2006 to 2009: University Degree in English Civilization (American and British)

· 2003 to 2006: University Studies in English Language and Literature (First Cycle)

· 2000 to 2003: Economy Bachelor Degree
Training Courses:

· 2009 to 2010: Training Courses in Computer Skills (Word, PowerPoint, Excel)

· MARCH 2012: Safety and Health training at Boecker Center Dubai

Computer Skills:

· Microsoft Windows

· Microsoft office (Word, Excel, PowerPoint, Etc.…)

· Outlook -  internet applications

Languages:

· Arabic: 


Native language
· English: 

Good command of both written and Very spoken English.

· French:                             Good command of both written and Very spoken French
Personal Information:

· Nationality

:   Tunisian

· Date of Birth

:  05th April, 1983
· Gender

 : Female

· Marital Status
:  Married

· Visa Status

:  Husband visa (husband sponsorship)
Job Responsibilities:
From January 2015 Till Now                                                        Private Tutor

· Provided editing services to students
· Assisted students preparing for TOEFL
· Provided private tutoring services for children between the ages 6-13 in their homes
· Assisted with homework and other class assignments

· Developed academic strategies to improve student self-sufficiency

· Reviewed materials assigned by the students' teachers and helped students complete homework

· Created lesson plans, review worksheets, and practice tests to prepare students for weekly tests

· Aided international students in improving English skills

· Helped develop writing composition skills at the sentence and paragraph level

· Assisted in essay writing, editing, and formatting

· Instructed grammar lessons
·  Communicated with parents  to update them on students' progress

From 23 July 2013 till December 2014                                                   (project)
· Customer Relationship Management Officer:

M.R.S (Maintenance Reservation System):
· Manage customer booking for car maintenance.

· Using SAP System.

· Using ABS System for booking appointments.

· Using CRM System.

· Offering new promotions to customers.

· Following up about the car service with customers.

· Sending a daily report including all calls status.

From 25 November 2012 to 03 April 2013                                        Takaful Emarat Insurance
· Insurance consultant ( customer service ) :
· Receiving the customer calls , emails and fax
· Making calls for our customer and introducing our new offers.
· identifying the policy of the insurance company for the new customer

· Giving advice for the customer which policy he should take

· Handling the customer complaints.
· Making sure that the customer satisfaction achieved because of our quick response.
From 26 January 2012 to 01 October 2012                              Grey Gold La CURE GOURMANDE
· Sales Assistant:
· Leading the team  and providing guidance to supervisor and staff on the treatment of complex financial instruments and complex compliance issues
· Coordinating and monitoring fund administration group activities in performing monthly expense projections and accruals, monthly calculation of asset-based fees, and disbursement analysis
· Taking the responsibility of the cash and emailing the offices and sending the daily reports.

From10 May 2011 to 25 October 2011
Aldo Accessories Apparel Group
· Sales Assistant:
· Assisting and Greeting Customers and insuring the satisfaction of the customer under the principle of “STAY GOLD”
From 30June 2010 to 15 April 2011 
SIB Office, Sola Info Office (NET SERVICES), Tunisia.
· Secretary:
· Greeting Customers, Managing financial issues (like banking) for the office.
· Managing interviews for the manager.

From 20 December 2008 to 20June 2010
Private Secondary School, Tunisia
· Teacher:
· Teaching English Arts and Language for Students of Arts.
· Teaching English phonology and linguistic for students of first year of university
· Managing the exams for the baccalaureate students especially for Arts and Economy SECTION

· Giving courses of English at training center for living languages
From 01 September 2007 to 15 September 2008                        Sola Shopping Center, Tunisia
· Store Manager:
· Handling Tourism Client, Managing the center issues.
· Making the schedule for the staff

· Providing the products for the center

· Receiving deliveries from the head office

· Making the monthly reports about the sale of the center for the head office
Additional information
I possess excellent interpersonal and communication skills and the ability to develop mutually beneficial relationships with clients and colleagues alike.
I am now looking for a new and challenging position, one which will make best use of my skills and experience and enable further personal and professional development.
My desire is to get out of life everything I can, so I work hard, try to be honest, liable and efficient.
I am ambitious, flexible, reliable, hard worker, team player.
References:
To be provided upon request.
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