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	personal data

       Date of Birth       
: June 23 rd 1977

       Gender                
: Female

       Nationality           
: Egyptian

       Religion                
: Muslim

       Martial Status        
: Married 
         E.mail                    
: Shaimaa.338412@2freemail.com 

	Education

	
	Bachelor of Arts , Faculty of Art & Education English Department      1999 

· Major : English Literature .

· Thanawiya Amma (High School science) El Salam Language School .                 1995 

	Language Skills

	
	Fluent in spoken and written Arabic & English

	Experience

	
	R-holding
customer service executive 
June 2008 - November 2010
· preparing necessary form such as; contracts and payment receipts.
· Assist walk in client with their enquiers , site vist ,construction updates.
· Make perdioc call to remind the client to do the monthly payment
· Send and receive and follow up on all kinds of correspondences related to the department in a fast manner like payment schedule and construction update 
· keep files and documents in a safe place in order to be able to return to them in an efficient way.
________________________________________________________


	
	Quality Assurance in Etisalat

Customer Care Center                                                                      Marketing Research  Department(QUALITY).
June 2007-June 2008

· Conducting Surveys for the Etisalat product (Outbound calls).

· Creating combined reports for surveys (M.S Excel).

· Evaluating (Inbound calls) of the customer servics representatives(CSRs).

________________________________________________________
Air Hostess 

 AIR CAIRO July 2004-Jan 2007
LOTUS AIR  July 2003-July 2004
with  the following types A321,A320 & 319,Egypt.

ACCOUNT CO-ORDINATOR, A.R. PUBLICATION ADVERTISING AGENCY ,Egypt.           

Mar 002 - June 2003                                                                                                        
· Receiving briefing from clients and co-ordinating jobs within internal departments.

EXECUTIVE SECRETARY, A.R. PUBLICATION ADVERTISING AGENCY, Egypt .                                                   

Oct 2000-Mar 2002

· General secretarial & administration work .

· Handling client’s complains on the phone .

· Supervising products delivery from the print-house to the clients premises.

· Responsible for issuing & filling of delivered & received jobs .

· Assisting account executives in following up with the clients .

· Keeping record of all incoming & outgoing telephone calls .

· Responsible for arranging meetings & recording messages .

· Responsible for issuing quotations & invoices for delivered jobs.



	
	SALES & RESERVATION ASSISTANCE, INTERNATIONAL FLIGHT LINK, Egypt.                                 

Feb1999-Oct2000
· Responsible for making the contact between the company & tourism companies.

·  Responsible for arranging charter flights from Egypt to domestic & international destinations within the region.

	
	Sales & reservation Assistance, orca air member of era (European REGIONS AIRLINE ASSOCIATION) Egypt.

Sep1999-Feb2000
· Responsible for making the contact between the company & tourism companies.

· Responsible for arranging charter flights from Egypt to domestic & international destinations within the region .

_________________________________________________________
Sales Agent, Alico Egypt(Pharaonic American life insurance company)              
Mar1999-Sep1999

· Responsible for offering company the opportunity to provide insurance programs for their employees .

· Responsible for market research to approach new customers to our company .

· Preparing contract with new customers .

	Skills

	
	Computer Skills

       Good Knowledge of IBM , Office 2000 ,word

	activities

	
	Have special interest in reading , listening to music & back-horse riding .

Have special interest in using Internet & E.mail



