      Amal Khalid Sayyaf
Dubai, United Arab Emirates

Mobile:  +971 50 901 26 02





E-mail:  amal_khalid_sayyaf@hotmail.com

Amal.35205@2freemail.com
Operations/ Admin/ Customer Service
( Marketing - Development - Teamwork - Procurement (
PROFILE
I am a proactive professional with 5 years of experience in Operations, Customer Service, Marketing and Procurement with strong emphasis on problem solving and communication skills. I have strong organizational and project management skills with the ability to work effectively under pressure. I am a team player with strong negotiation skills and the ability to consistently work to the highest professional standards. I possess good customer service and problem solving skills and am able to manage customer complaints and issues in a timely and effective manner. 

Areas of Strength: 

Communication & Presentation Skills
Energy/Pro-activity


Client Relationship Management
Planning & Implementation

Self Motivation



Client Need Analysis
Quality Control Management                  
Focus on Delivery


Customer Care & Support
Marketing & Promotions

Reporting & Documentation                      
EDUCATIONAL QUALIFICATIONS

BBA
                   Middlesex University – Dubai, U.A.E




2013
Diploma
     Higher National Diploma – Centre of Executive Education

2011                                          
IGCSE O-Levels       West Minister School - Dubai, U.A.E.                                                           
2009
* Well Acquainted with Windows Operating System and MS Office (Word, Excel, PowerPoint & Outlook)
PROFESSIONAL EXPERIENCE
Organization:
Emirates NBD Bank
Period:

February 2016 - Present 
Job Title:
IT Department Coordinator 
Job Responsibilities:
· Check SOW’S (Statement of work) for Developing and testing team and ensure everything is correct.
· Get SOW’s signed by the Domain Manager and process it.

· Raise purchase initiation for the projects in order to get the LPO issued.
· Submit invoices to PMO dept. provided by vendors to process it for payments.

· Follow up on any LPO issues faced by vendors and get it sorted.

· Resource onboarding/off boarding, assets issuance and all department related activities

Organization:
AXL – AXIS Xpress Logistics 
Period:

April 2015 - January 2016

Job Title:
Customer Service Executive
Job Responsibilities:
· Attending telephonic and reception enquiries, Answering queries and placing retail orders
· Confirm with customers and internal logistics the delivery of products

· Coordinate the invoicing process for domestic orders

· Analyze customer data and update related logs 

· Process sales invoicing in accordance with established procedures and standards.

· Receive supplier purchase invoices ensuring they are correct and passed to appropriate department for processing.

· Maintain and file all records in accordance with company procedure.

· Constantly review working processes with carriers and transport companies to ensure best practice.

· Assist the sales team with quotations and client/product knowledge.

· Coordinate service requirements and standards to vendors and supply chain partners

· Manually enter shipment orders and status information
CONTRACT BASED EXPERIENCE

Organization:
First Mobile Wallet Company
Period:

December 2014 - January 2015
Job Title:
Service Agent (Project)
Job Responsibilities:
· Greet customers and interact with them to understand their problems

· Handle transactions and answer customer queries

· Receive, prepare and process documents

· Effectively communicate ideas, suggestions and answers

· Complete complex money related transactions

· Offer upgrades and new banking services or products

· Decipher customer needs and offer the best solution based on proper company policies 

Organization:
Emirates NBD Bank
Period:

March 2013 – April 2013
Job Title:
Account Payable
Job Responsibilities:
· Balance currency, coin, and checks in cash drawers at ends of shifts, and calculate daily transactions using computers, calculators, or adding machines.
· Cash checks and pay out money after verifying that signatures are correct, that written and numerical amounts agree, and that accounts have sufficient funds.
· Receive checks and cash for deposit, verify amounts, and check accuracy of deposit slips.
· Examine checks for endorsements and to verify other information such as dates, bank names, identification of the persons receiving payments and the legality of the documents.
· Enter customers' transactions into computers in order to record transactions and issue computer-generated receipts.
· Count currency, coins, and checks received, by hand or using currency-counting machine, in order to prepare them for deposit or shipment to branch banks or the Federal Reserve Bank.
KEY ACCOMPLISHMENTS
Notable Achievements:
· Closing up day to day issues, with zero pending.

· Coordination between the Management and the customers for various inquiries.
· Maximizing efficiency in a small time period.
Customer Care & Client Relationship:
· Customer service, focus with a closer eye on day to day customer issues.

· Tracking problems in order to prevent incidents.

· Effectively interacted with customers/ tenders to understand the requirements and improve the services to meet our customer’s needs. 

EXTRA CURRICULAR ACTIVITIES
· Was a member of the Events Committee at Middlesex University
PERSONAL INFORMATION



Nationality: 

Pakistani
Gender
:

Female
Marital Status: 

Single 

Languages:

English, Hindi, Urdu, Arabic (Read & Write)

Driving License: 
UAE Driving License 

Visa Status:   
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