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CURRICULUM VITAE

                Name                   :  Ibrahim 

  Contact No             :  +971504753686 / +919979971283
              Current Location:  Dubai – United Arab Emirates 

              Visa Status           : Employment visa free zone, 

                                              Immediate joining no notice period 
                                              With (NOC) for visa transfer 
              Email Ad                :   ibrahim.376543@2freemail.com 
Practical Experience:
Customer Service Representative: 

Cupola Teleservices And Mea Resources company ,  From 05/2014 to  01/12/2017 ,customer service agent in  shared pool services in  United Arab  Emirates  in Dubai representing (Abu Dhabi islamic bank )(Dubai properties),  (Emirates National Oil Company Enoc & Eppco) , (The Courier Co Domestic courier service ) , (Asteco Real Estate ) , (AL Ain Properties)  , (Enoc VIP Smart Fuel   ), (Cluttons Real Estate) , (Villa lantana Tecom) , (Tasjeel), 
Job Responsibilities: - 

· Handling inbound calls and outbound calls in several projects at once.

·  Creating request in   CRM and provide   the reference number to create the final report.  
· Receiving daily inquires, complain   and Assists customers with existing accounts, new accounts, and other account related duties as needed.
· Generating leads and handling leads CRM.
· Maintain and analyze customer information in the system.

· CRM (Altitude, Cosmo…)
· Sending   daily report   and answering   emails   from management   and   team.  
HR Associate And Operations Support:
Al Masarra Investment Group in United Arab  Emirates  from 01/2012 to 01/2014 .
Job Responsibilities: 
· Ensure smooth on boarding for new joiners by arranging their employment visa, making relevant employment contracts, completing documentation as per policy and implementing policies and procedures, assist in creating awareness among employees.
· Maintain up-to-date and complete employee information. Receive employee complaints, suggestions and queries and make sure they have been handled properly.

· Act as a recruiter and providing administrative support. Liaison with the headhunting firms and other recruitment for posting of job vacancy and payments
· Keep track of all processes related to employee services termination including exit check list formulation, visa cancellation and preparation of final settlements.
· Prepare formulas different types of documents legal and private , in Arabic and English and   get it reviewed and approved)

· Follow-up  E services ,  e-mail and responding to inquiries in Arabic and English .
Hotel Customer service 0fficer & Reservation    : 

Dubai World  and Istithmar budget hotels in United Arab  Emirates  in Dubai  from 01/2010 to 01/2012. (Easy Jet Reservation system (Groups and Individual) ,Online booking System )
Job Responsibilities: - 

· Provides all services of the Guest Relations Desk; including, but not limited to: lost luggage, stateroom changes, lost and found service, printing and issuing guest cruise cards, and broadcasting ships announcements..
· Answers inquiries pertaining to Guest Relations services and general information.

· Responsible for the “Bank” cash float and balancing of the float on a daily basis.

· preparation of the occupancy report of hotel 

· Handling Pity cash and  final  cash   along with all  the bills and respond to queries from the accounts department

· Supervision of data entry by staff and review
· Attend management meetings and provide all the information about the work as possible to improve and ensure the safety and decision-making

· Supervise  the  way the staff dealing  with customers and ensure that they able  clear  information about the products
Sales Representative: 

Aambridge Global Solutions in United Arab Emirates from 01/2008 to 01/2010. representing  Standard chartered bank products sales. 
Job Responsibilities: - 

· Outdoor sales service  generating  new customers regarding a variety of  banking products 
· customer service Making calls for new and existing customers regarding a variety of banking requests and appointments..
· meeting the client and explain to him about the service
· Communicating with   several departments   with tools.

· Handling forms and applications  and forward it to  several department 

· Handling daily reports and forwarded it to several departments. 

· Supervising and managing  
Educational  Qualifications :  
(Total years of education 16 years)

· Primary Educations        / 6 years in United Arab  Emirates  in Dubai
· Preparation Educations        / 3 years in United Arab  Emirates  in Dubai
· Secondary Educations  (High school )   / 3 years  in Arab Republic of Egypt 
· University Educations   (College graduation)  4 years in May 2003 (BH of Law and Administration)  Mansoura University in Arab Republic of Egypt 

· (Certified by the Ministry of Foreign Affairs in the United Arab Emirates   and    Ministry of Foreign Affairs in Arab Republic of Egypt and Arab Republic of Egypt Embassy   )                             
Courses and Trainings: 

- Sales Force software(Leads and clients information’s) (Dubai properties training center)
- (ICDL) International Computer Driving License (British company training center) 2005 (computer management and applications, internet   )
-- (Banking System, And  Call Center ( ADIB ) 2015 ( Prime banking system , Phoenix™ System , Altitude call center system    )
- English language course: (Egyptian American center) 2006
- Basic language and literacy (3L)     - conversation (2L) - Writing (2L)

-( PCM ) course in  computer and net work maintenance  : ( British company training center) 2005 ( computer  maintenance )
Language Skill :
· ENGLISH : reading , writing , speaking (Advanced  )
· ARABIC   : reading , writing , speaking ( fluent Mother  language )
Computer Skill :
· Computer Operating and Concepts
· The applications  of Microsoft Office including ( Word, Excel and PowerPoint ) in Arabic and English

· Dealing with the internet and browsing in Arabic and English
· Dealing with e-mail applications ( Outlook and other ....... ) in Arabic and English

· Computer repair problems and maintenance of networks
Personal Information:

Name                    :    Ibrahim 
Date of Birth           :    24/01/1982


Nationality              :    Egyptian
Civil Status             :    Single
Driving License    :    Egyptian driving license issued 2003 And Open File in 
                                      Dubai Driving School all classes finished to the final test  
Passport Status      :   Passport expiry date 04/03/2022

       Visa Status            : Employment visa free zone, 

                                        Immediate joining no notice period 
                                        With (NOC) for visa transfer 
      Contact No             :   +971504753686 / +919979971283
Email Ad :              :  ibrahim.376543@freemail.com  
