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Profile
Nationality: Egyptian
Gender: Female
Marital Status: Single 

Country of residence: Egypt                  

Date of Birth: 3rd of July, 1984
Professional Experiences 
 
Global Operation Assistant, RMS
April 2015 till now
Key Responsibilities
· Checking, cleaning, transforming, and modeling data in order for it to be properly analyzed and supporting decision making. 
· Processing periodic retail audit data following number of procedures and rules through systems modules as defined by Nielsen.

· Creating Layouts & databases for several clients like PepsiCo., Egypt food, Arma, Iffco, Nestle, Unilever, Energizer, Henkel... 
· Issuing Reports such as; Added or Deleted Products reports, filtering, summary and detailed reports.
· Creating and maintaining client item files and parameters. 
· Producing client deliverable, ensuring timely and accurate delivery. 
· Executing data corrections as per Stats instructions. 
· Quality control for the databases.
· Co-operating with other departments to execute queries and requests received by other departments to help them solve their problems and accomplish their duties to ensure the overall progress of the reports to achieve high standards and KPI targets.
· Receiving and executing special tasks, information queries and projects ,contributing in identifying deadlines,
·  Keep tracking of pending issues and checking work results to ensure high standard quality and performance. 

·  Cooperating in solving team overall problems and difficult situations.
1) LinkdotNet (Orange)
Senior Specialist (Administrative and sales support)  
December 2013– April 2015
Key Responsibilities
· Collected, analyzed and maintained data. 
· Handled contracts and amendments concerning sales department.
· Handled filling system for sales accounts.
· Scheduled, coordinated and organized meetings, interviews, events and other similar activities.
· Prepared and followed up on client sales quotations.
· Liaised between departments and the client and facilitate communication between them. 
·  Provided the service most suitable to the client’s needs, cost and time restraints.

· Facilitated and managed communication between the sales managers’ team and the clients.
· Prospected and contacted new or existing corporate clients for the company for mutual business cooperation & to increase market share.
· Participated in creating and developing corporate accounts database.

2) The Nielsen Company
CIPO Executive, GBS global operations
October 2011– October 2012
Key Responsibilities
· Conducted regular periodic retail audit.
· Collected and maintained data related to SKU’s, promotion lines, and FMCG product categories.
· Promoted new products and any special deals.
· Assisted other departments to execute client queries and requests and helped in solving client problems.
· Communicated with field data collectors and coordinated with them for clarification on issues related to FMCG.
· Received and executed special tasks, information queries and projects allocated by team leaders, contributing in identifying deadlines.
·  Kept track of pending issues and regularly updated team leaders with status.

· Checked work results and ensured high standard quality and performance. 

·  Managed time and ensured meeting periods and projects deadlines and cooperate in solving team overall problems and difficult situations.
· Responded to customer demand.
3) MEMRB (Middle East Market Research Bureau)

Senior Data Processing Executive/Reporter

December 2007 – September 2011

Key Responsibilities

· Forecasted and tracked marketing and sales trends.
·  Collected and analyzed data that help companies determine their position in the marketplace.
·  Gathered current marketplace information on pricing, products, new products, delivery schedules, merchandising techniques, etc.
· Responded to customer demand.
· Processed periodic retail audit following.
· Created market reports for several markets and FMCG product categories. 

· Supported client service by handling client requests. Acquiring IPA experience and passing it on to the team.
 
Education

 

· The Amirican University in Cairo
Specialized Certificate in Accounting and Finance, 2011
GPA: Good
· South Valley University, Egypt

Bachelor Degree in Accounting-English section Faculty of Commerce, 2006
Internship Experience
· 2007-2008:  Tutoring  Accounting and Commercial Law
· July 2005: Received a training in an accounting office 
· July 2004: Received a training in an accounting office  

Computer and linguistics skills 
· Fluency in written and spoken Arabic and very good in English
· Excellent user of Microsoft Office applications such as Word, Excel and PowerPoint
· Excellent user of the internet for academic research.
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