
[image: image1.jpg]


MAZEN




Dubai, UAE

Mazen.353348@2freemail.com
A highly equipped professional with a vast experience in performing a variety of administrative and staff support duties for a specified department, that requires a range of knowledge and skills of organizational procedures and policies; have an immense experience in banking operational, administrative, customer service, and marketing for almost eleven years which contributed for my well-being and capability to be a multi-tasker and team player.

SUMMARY OF QUALIFICATIONS

· More than eleven years of extensive experience in banking operational, administrative, marketing, customer service and sales.
· Excellent aptitude to gather and analyze statistical data and generate reports. 
· Profound database management and customer service skills.
· Remarkable expertise to communicate effectively both oral and written.
· Excellent ability to solve problems and can handle complex situations.
· Deep proficiency to compile information and prepare reports. 
· Exceptional coordinating skills and decision making abilities.
· Outstanding ability to make administrative/procedural decisions and judgments. 
PROFESSIONAL EXPERIENCE

MASHREQ BANK,






May 2013-August 2016
Dubai, UAE

Senior Processor (Card Operations)

    •    Accountable in preparation of daily financial vouchers.
    •    Strong analytical skills and coordinates business operations in facilitating bank’s requirements.
    •    Reconciliation/updating balances of various accounts relative to card operations, preparation of ageing analysis, monitoring and tracking of outstanding entries in various Sundry accounts and follow up for reconciliation and settlement thereof.
    •    Contribute towards quality and process improvement by highlighting recurring issues, investigating root cause and providing constructive feedback on service quality aspects.
    •    History of excellence in handling and managing increased workload volume and exceeding customer satisfaction experience.

MASHREQ BANK





January 2008-May 2013
Dubai, UAE  




Marketing Specialist

· Responsible in Preliminary and Final Sales application for credit cards.
· Monthly analysis on approved applications, and daily updates on pending cases
· Generating leads by conducting outbound campaigns
· Identifying the need of the customers as well as giving the appropriate solutions
· Providing customer satisfaction by hitting the targets for customer expectations
· Conducting surveys and reports to analyze the potential products appropriate for each customers
SITEL



             



April 2007- January 2008

Ortigas City, Philippines

T-Mobile UK Account
Subject Matter Expert

· Train and lead new hire employees and lower graded staff.
· Provide administrative support for the department/division such as escalating calls, and resolving and referring a range of administrative problems and inquiries. 
· Establish, maintain, and update files, databases, records, and other documents; develop and maintain data, and perform routine analyses and calculations in the processing of data for recurring internal reports. 
TELEPERFORMANCE






June 2005- April 2007

Ortigas City, Philippines 




Sales Specialist/Subject Matter Expert

· Responsible in Preliminary and Final Sales Application for Dell Computers
· Identifying the need of the customers as well as giving the appropriate solution
· Providing Customer Satisfaction by hitting the targets for Customer Satisfaction
· High percentage of Offered rate as well as the Presumptive Close for Sales
· Conducts Customer Survey and collates customer's feedback
· Train and lead new hire employees and lower graded staff.
EDUCATIONAL BACKGROUND

Bachelor of Science in Tourism

                       University of Santo Tomas

                     Espana, Manila, Philippines


