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FIELD OF STUDY
Finance and Banking
Dubai American College 
Having a certificate on the sales excellence program and prescribed professional sales training program 
CAREER OBJECTIVE

To excel in an organization where education, ability and determination are considered valuable and at the same time achieving the organizational objective with the attribute of time, quality and discipline.

To work in an environment, which is innovative, challenging, rewarding and which offers me a knowledge base to enhance my skills.
PROFILE

· Possesses solid computer skills 

· Excellent working knowledge using Microsoft Excel, and Microsoft Word.

· Possesses good inter-personal skills, self motivated, fast learner and ability to work under minimum supervision and under extreme pressure. 

· Handle customer queries delegated by the customer care executive.

Job Description to be done as a CUSTOMER SERVICES AGENT 
· Diary management, daily agenda

· Office management and office works including (courier and different documents).
· Faxing, emails & telephone calls 

· Prepare orders form various bank's employees
· Handle the preparation of documents
· Follow up required  orders
· Valid Driving License.
Flexible and adaptable with challenging environment.  Capable and confident of working both independently or as part of a team intending to work with good result oriented spirit to achieve excellent results. 
Prepared to undergo any type of training or whatsoever is required for taking up the new job. Possessing Good communication skill and Leadership qualities, as an individual and as a Customer Service Executive.

 I am able to produce outstanding PR. results in my future career and contribute remarkable performance to the fullest satisfaction of my colleges and Superiors. Good observation power, fast learner, takes initiative for any type of work power. 
Working experience:

· Working in Du (UAE telecommunication company) as data entry.
· Working as sales for the life insurance in (Oman Insurance Company for one year) in Sharjah.

· Working in Commercial Bank of Dubai (as relationship officer for one year).
· Working in Abu Dhabi Islamic bank for the last three years ( as Islamic sales executive  )

LANGUAGE SKILLS:

Arabic
:
Fluent (Mother Tongue)

English
:
Very Good 
