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CURRICULUM VITAE
First Name   : Tareq







Marital Status: Single


Date of Birth: 03/01/1987

Nationality: Syrian








Address:  United Arab Emirates - Ajman - Shk.Khalifa Street                                       
E-mail: Tareq.335652@2freemail.com
Visa Status: Employment Visa




UAE Driving License
CARRER OBJECTIVES:
Seeking (Full Time – Part Time) job in a well-known company to improve my skills and develop my career for better achievements.
ACADEMIC QUALIFICATIONS:
· Bachelor Degree in Economics (Accounting Department) From Aleppo University (2007 – 2012)
· Intermediate Institute for Telecommunications in Aleppo – Syria (2004 – 2006)
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COMPUTER SKILLS:
· I'm professional with Microsoft Word, Excel, and Power Point, interested in learning how to use any other programs as well.
· I'm very comfortable using computers and am confident in my ability to learn any new programs quickly.
JOB EXPERIENCE & SKILLS:
· Detail oriented with ability to organize, prioritize and manage multiple tasks.
· Professional work ethics, advice acceptance and nice guiding.
· Good experience in accounting field programs and managing (Al-Ameen, Tally, Quick Books, Sage50).
· Experienced of office programs and internet.
· Excellent organizational, human relations, Communication Skills and Self-Management.
· Autonomous, Independent work style that supports and contributes to team based goals.
· Willing to quality learn and adapt new technologies.
· Ability to manage and work under pressure.
· Rationalizing the final accounts and the preparation of the trial balance and income statement.
· Prepare monthly reports and the preparation of the final budget.
· Follow-up and collect checks from customers.
· Follow-up to the demands of customers and provide as soon as possible.
· Computer software installation, Computer format and Windows operating system installation, Drivers and Applications.
EMPOYMENT RECORD:
· Tafaseel BPO Services – Ajman , UAE ( May 2015 – Now)
Job Roles:

· Customer service representative For big Governmental Establishments: Ajman Municipality , Marriage Fund , Economic development Department and Ajman Chamber
· Dealing professionally with the customers and handling CRM system.
· Provide quality customer service on every call.

· Communicate clearly and effectively with customers/Clients

· Obtains client information by answering telephone calls and verifying information.

· Determines eligibility by comparing client information to requirements.

· Informs clients by explaining procedures, taking their complaints, answering questions, providing information.

· Syrian Telecom Company – Aleppo Branch ( 2006 – 2014)
Job Roles:
· Accounting and billing department: solving financial issues and mistake in bills.
· Collecting Cash from Cashiers and making deposits to bank on daily basis.

· Providing customer services and understanding the needs of the customer.
· Maintaining and improving quality results by adhering to standards and guidelines and recommending improver procedures.

· Communicating with the staff of the Establishments  mentioned to contribute to the solution of problems and receipt of proposals and look at the updates

· Point Computer Shop Center – Aleppo (Part time job)
Job Roles:
· Managing Computer software, windows OS, Microsoft office, etc …
· Data archiving and backup.
· Software and applications installation and testing.
· After sale service and support to help customer with software installation and setup.
· Preparing monthly income statement, cash flow statement and semi-annual Balance sheet (preparing all Final Accounting).
· Performing registration's transaction for new members & data entry for each member's Application.
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