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Objective

Looking forward to work in a professionally competent environment where my organizational and communication skills can be fully utilized to assist executives in daily tasks.
summary of Qualifications


· Excellent  knowledge of windows XP, 2003, 2007, 2010.

· Excellent  knowledge package office (Word, Excel, Access, Power Point ).
· Excellent  knowledge of Internet Research.
RELEVANT EXPERIENCE


Order of business trips, meetings, and appointments, delegate work and office supplies, dealing with mail, e-mail, reporting, supervision of the administrative staff and secretaries, and volume control work pressure and work rate, the link between the members of the senior management team, keep records of self-organizing process bring in new staff, attending meetings, dealing with complaints received from abroad, to manage payroll system - sometimes - in large organizations, to discuss general problems with the administrative staff, reviewing the performance of the office in general with the management, securing the necessary office furniture, organize safety needs, and health supplies, and examined periodically.
EMPLOYMENT


· Sales Coordinator in Metawee Group for real estate from (11/2015) until now.
Responsible for:

Sales Support
· To help sales representatives improve their productivity and spend more time selling, sales coordinators provide a variety of support services. They contact customers and prospects to arrange appointments or make follow-up calls to confirm orders or delivery dates. They ensure that representatives have sufficient quantities of sales support material, such as product brochures or case studies. Sales coordinators also act as a first point of contact for urgent calls, emails and messages when sales representatives are not available.
Order Satisfaction
· Sales coordinators contribute to customer satisfaction by ensuring the accuracy and timely processing of orders. They handle orders by telephone, email or mail and check that they include correct prices, discounts and product numbers, contacting customers to resolve any queries. They input orders to the company’s computer system and ensure that orders are processed in line with customers’ delivery requirements. They inform customers of any delays and arrange alternative delivery dates.
Coordination
· Collaboration with other departments is an important responsibility for sales coordinators. They contact the technical department, for example, to deal with any product or technical queries. When they have processed orders, they contact colleagues in manufacturing and logistics to agree on delivery dates. To ensure that sales and marketing activities are integrated, they work closely with marketing. They arrange for the production of presentations and supporting material, such as technical papers or customer references, to help sales representatives win business.

Reporting
· Sales coordinators maintain sales records as a basis for reports to the senior management team. They prepare reports on sales by individual representatives, sales by product line and sales to individual customers. They also provide information to the finance department on incoming and completed orders as a basis for forecasting cash flow.
· Sales Coordinator in El Nasr Trading Import & Export and Supply Commercial Agencies from (8/2013) to (10/2015).
Responsible for:

· Managing all the sales related activity of the company.   

· Handling a high volume of customer enquiries whilst providing a high quality of service to each caller, Writing up accurate and grammatically correct sales correspondence.

· Tracking sales orders to ensure that they are scheduled and sent out on time.

· Effectively communicating with customers in a professional and friendly manner.

· Ordering and ensuring the delivery of goods to customers.

· Supporting the field sales team.

· Ensuring that staff uniforms and personal appearance are always clean and professional.

· Carrying out administrative tasks such as data input, processing information, completing paperwork and filing documents.

· Organizing sales promotional campaigns. Contacting potential customers to arrange appointments.

· Speaking with customers using clear and professional language.

· Resolving any sales related issues with customers.

· Completing the administrative needs of the Sales Department.

· Making follow-up calls to confirm sales orders or delivery dates.

· Responding to sales queries via phone, e-mail and in writing.

· Accurately analyzing and assessing statistical data.
· Office Manager in Watania for Engineering and Construction from (12/2012) to (6/2013). 

Responsible for:

· Plan and organize tasks according to order of priority set by Department Manager to deliver timely output. Receive, direct and relay telephone, fax and e-mail messages. 

· Maintain the filing system and file all departmental and project related correspondences, Assist in the planning and preparation of meetings, exhibitions, etc. 

· Maintain an adequate inventory of office supplies for the Department. 
· Type various letters, memos, minutes of meetings, e-mails, etc. and distribute to employees, as requested by the Department Manager. 
· Communicate verbally and in writing to provide information and address inquiries.
· Maintain schedules and calendars of the Department Manager, arrange and confirm appointments. 
· Prepare statistical reports of various Department activities, as requested by the Department Manager. 
· Maintain an effective working relationship with Department Manager, Department and Company employees. 
· Take advantage of on the job training opportunities to increase capability and skills level. Accept and welcome criticism as a means of improvement and self-development. 

· Ensure the maintenance of strict confidentiality of information and sensitive tasks being carried out. 
· Executive Secretary in Egyptian Nations for Real estate from (8/2008) to (4/2011).

Responsible for:

· Keep daily contact with our regional branches all over Egypt.                      

· Prepare presentations for the General Manager.                            

· Prepare sales performance charts.    

· Prepare presentations as required.                         

· Maintain and update all files.                      

· Handles hotels and air tickets reservation.                            

· Arrange for conferences and events.                    

· Schedule meetings and maintain appointments diary.
· Take minutes of meetings and follow up actions decided in staff meetings.
· Handle, prepare, and follow up all correspondences between Sales and other departments as well as the external organizations.

· Executive Secretary in Group of the pyramids for Contracting from (8/2006) to (8/2007).

Responsible for:

· Welcome clients and arrange meetings for the manager.

· Filing documents.

· Answer phone calls, and transfer it to other assigned employees.
· Record and forward incoming mail & managing outgoing mail.
· Scheduling general manager interviews, conferences.
· Organize files and records and conservation, contact customers to schedule interviews company manager.
EDUCATION

· Faculty of Law.
· Ain Shams University.
· Graduation year 2006.
OTHER SKILLS


	Language
	Written
	Spoken
	Understood

	Arabic
	Native language
	Native language
	Native language

	English
	Excellent
	Excellent
	Excellent


PERSONAL SKILLS

· Ability to work effectively under pressure and keep to deadlines.

· Ability to learn new tasks quickly. 

· Acquire new skills in the workplace.

· A high level of organizational skills.

· Excellent interpersonal and communication skills.

· Excellent administrative skills.
· Ability to work independently but also as part of a small team.
· Organized and able to manage various project simultaneously.
· Proficiency in current office software applications.
· Ability to work independently but also as part of a small team.
· Professional demeanour and attitude.
· A fast learner who can quickly understanding and articulate new technologies and processes.
YEARS OF EXPERIENCE

·    I have Ten years of experience in secretarial work & Administration. 
INTEREST

· Internet surfing, Reading and Travelling.
REFERENCES

Available upon request
