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Name: 

AHMED
email:
Ahmed.293802@2freemail.com 
Mobile: Whatsapp +971504753686 / +919979971283
Personal Details:

  Date of Birth    : 21/03/1982
  Gender            :  Male 
  Nationality       :  Egypt
  Marital Status :  Married  Place of birth: Cairo
Languages Know

Arabic & English
VISA  DETAILS

Residence Visa – employee
Driving License

Holding valid UAE license

	  Career Objective 

Looking for a challenging job in an esteemed organization having a global vision helping to grow personally and professionally and thus to contribute to the development of the organization. To Obtain a position as a Customer Service / Sales Professional in any demanding retail industry that values the employee’s with sincerity, exceptional knowledge and Practical skills.
   Skill
· Ability to work upon any circumstances.
· Committed and Reliable.
· Team approach to meet challenges.
· Computer Skills. (MS Office)

· Able to deal with confidential matters discreetly.

· Flexible, proactive and self-starter in approach to work.

· Strong organizational skills with excellent attention to detail.

· Strong Attitude, Multi-tasker, Can-to-do attitude.

Work experience:
· Worked as Quality Assessor 
· Worked as Front office Receptionist 
· Worked as Customer Care Executive   at Global Village Dubai.
· Worked as a Data Entry Officer  at Al Arabi Center Dubai.
· Worked as Time Keeper at  Rally Car Racing Dubai.
· Worked as a Sales Representative in Gitex Dubai.
· PRO (self-work)
Roles & Responsibility: 
axiom telecom as Quality Assessor (business excellence) (JLT)
· Identifying improvements and opportunities.

· Reviewing service standards 
· Setting Benchmarking results 
· Measuring and monitoring performance of sales staff 
· Prepare and submit Performance the reports for the Managerial Records 
Emirates Stars Hospitality Group of Hotels/Dubai/Sharjah 
Front office Receptionist:

•
Preparing efficient work schedule for Front Office Staff under the guidance of Shift Leader, arranging vacation, taking into consideration projected occupancy and forecasts.

•
Directing and controlling the activities of the Front Office

•
Working closely with Reservations, Sales to maximize occupancy, rate and revenue. Keeping all departments notified of any fluctuations in business levels, special guests, VIP, Groups arrivals

•
Keeping tracks on all the correspondences from the Reservations, Sales Department for the rooms required.

•
Follow up contractors of all travel agents.

•
Arrange daily, weekly & monthly report.

•
Handle in reception and operator.

•
Responsible of problem solving complaints.

•
Registration (checks in & Check out).

•
Manage booking of the guests through phones, fax and email.•



Arrange daily, weekly & monthly report.




Customer Care Executive
· Deal directly with customers either by telephone, electronically or face to face.

· Respond promptly to customer inquiries.

· Handle and resolve customer complaints.

· Obtain and evaluate all relevant information to handle product and service inquiries.

· Perform customer verifications.

· Keep records of customer interactions and transactions.

· Record details of inquiries, comments and complaints.

· Record details of actions taken.

· Prepare and distribute customer activity reports.

· Maintain customer databases.

· Manage administration.

· Follow up on customer interactions.

· Provide feedback on the efficiency of the customer service process.
Data Entry Officer 

· Prepare source data for computer entry by compiling and sorting information; establishing entry priorities.
· Process customer and account source documents by reviewing data for deficiencies; resolving discrepancies by using standard procedures or returning incomplete documents to the team leader for resolution.

· Enter customer and account data by inputting alphabetic and numeric information on keyboard or optical scanner according to screen format.

· Maintain data entry requirements by following data program techniques and procedures.

Time Keeper
· Compile employee’s time and production records, using calculator or computer

· Compute total time worked by employees, using calculator or computer, posts time worked to master timesheet, and routes timesheet to payroll department.

· Pay Employees.

· Calculate time worked and units produced by piece-work or bonus work employees, using 
Calculator or computer, and be designated Time Checker or Work Checker.

Sales Representative

· Service existing accounts, obtains orders, and establishes new accounts by planning and organizing daily work schedule to call on existing or potential sales outlets.

· Adjust content of sales presentations by studying the type of sales outlet or trade factor.

· Focus sales efforts by studying existing and potential volume of dealers.

· Keep management informed by submitting activity and results reports, such as daily call reports, weekly work plans, and monthly and annual territory analyses.

· Monitor competition by gathering current marketplace information on pricing, products, new products, delivery schedules, merchandising techniques, etc.

· Contribute to team effort by accomplishing related results as needed.

Public relations officer (PRO)
· Good experience and good knowledge in labour and Immigration procedure.
· Submission of correct documentation to the Ministry of Labor for Visa applications
· Strong personality and background.
· Arrange medical tests, passports, memos, promotional draws and fine resolution and organize periodic renewal licenses. 
	Education
	

	· Successfully completed High School 
· Bachelor of social work Cairo University 2004


Declaration
I hereby agree that all the above mentioned details are true to the best of my knowledge.
CURRICULUM VITAE











