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Iman 
Abu Dhabi, U.A.E 

Work Experience Area:
Customer Service

January 2011 – September 2011

Job Description:

· Receiving orders by fax. mail or phone in nationwide 

· Handle inquires, complains and suggestions 
· Order entry and processing 

· Help the customers  

· Welcoming the customers 

· receive Emails and send Emails 
Reception

International hospital 

February 2012 –January 2013

Job Title: -translator
· translating Somali to Arabic.
· welcomed the patients.
· provide information to patients.
Secretary

SAVE THE CHILDREN
Hargeisa main branch
Jigjigayar road
(February 2013– August 2014)

Job Description:

· Answers phone calls  and taking messages received 

· Arrange appointments and maintain diaries   
· Send Emails and contacting with companies 

· writing in both language  Arabic - English

· Photocopying and printing

· Greet walk-in customers and other visitors and escort them to specific destinations
Key Special Skills and Trainings

· Presentation skills

· Project planning
Personality Traits
· Excellent communication and analytical skills.
· Very confident and follow professionalism.
· Good communications with customers.
Educational background 
University 

· Bachelor degree in business management 2010- 2013
· Nora din secondary school (2007-2010)

· Ms. Office (word, excel, PowerPoint, and etc.)

· Internet Application
· secretarial 

· Management
Personal Information

Gender: Female

Date of birth: 16 May 1992
Place of birth: Abu Dhabi

Nationality: Somali
Languages

English, Arabic, Somali
Declared 

I hereby declare that all the information‘s furnished above are true and correct to be best my knowledge and belief.


Curriculum vitae
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