Ayman 

Ayman.359666@2freemail.com  

Job Requested : Any that has to do with ( English &Computer )

Receptionist , Secretary , HR

English (perfect) , Computer skills ( perfect ).
Personal Profile  :
I am a professional individual who has experience in dealing with customers and clients through business. I enjoy running a rigid reception area where the telephone is answered quickly and customers and clients are dealt with efficiently.. 
I have a polite and mature manner and enjoy providing support and help to people I work with. I like to make a difference to their day and if I can improve it all the better.

Education and Qualifications

· Bachelor degree in English department.
· Postgraduate studies (two-year diploma).

· International Diploma in programming language (Oracle) American University

· IGCSE SYLLABUS accreditation. (CAMBRIDGE University).
· Professional Certification in IGCSE Computer Project Moderator Course from University of Cambridge.
Key Skills 
	Office Skills:
	Telephone & Front Desk Reception, Customer Service, Filing, Database & Records Management, Executive & Administrative Support, Reports & Spreadsheets, Complaint Handling



	Computer Skills:
	Perfect 

Word, Excel, PowerPoint, Access, Visio, Outlook, Windows Vista/XP


Employment History  and Relevant Experience 
In my role as a Receptionist, I provide help and support to clients and customers on a daily basis. My responsibilities include:

· Meeting and greeting visitors to the business ensuring that they sign in and out correctly

· Answering the telephone and directing calls to the correct department, taking and passing messages on

· Dealing with email enquiries from customers

· Sending emails out to customers with new promotions/offers

· Making teas and coffees for meetings

· Running errands

· Keeping the reception area tidy and ready for visitors at all times.

Personal  Skills:
· Ability to work under pressure with less supervision 

· Wiling to acquire whatever necessary for the work.

· Good time management to juggle multiple projects

· Ensure prompt, accurate and sensitive handling of all information.
· Ability to meet dead lines with excellent organization skills.

· Driving Licence Holding valid and clean U.A.E Light Vehicle 

· Health : Excellent; non-smoker
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