Nationality                : Egyptian

Social Status 
  : Single

Date Of Birth            : 14/6/1972

Objective : 
Looking to join a progressive organization where I can utilize my Administrative and Communicative skills and get  opportunities for advancement.
Experience :
· Jan 2007 till March 2007 :

Etisalat ( Egypt Head Office )
Contracts Administrator – Contracts Department 

· May 2003  till  Dec 2006 

Egyptian Company For Mobile Service (Mobinil)

Contracts Administrator / Coordinator 
Contracts Department
1- Supervise the process of circulating the drafted contract starting from the lawyer till it is finally signed by CEO.
2-Review all the documents submitted by other departments before submitting them to the lawyers,so that  the lawyers can start working on the contracts with fully attached data. 

3- Update the E-contract status (contracts tracking sheet seen by internal requesters) with Ins and outs of contracts.

4- Act as the department interface with other departments regarding the mutual comments between lawyers and concerned departments.

5- send an alarm to concerned departments regarding the renewal of the contracts .
 6-Follow up on Lawyers and on other departments in case of delay of any contract at any of its circulation phase.

7-Answer questions/inquiries/concerns of all internal clients.

8- Archive and scan signed off contracts.

· March 2000 - May 2003 

Egyptian Company For Mobile Service (Mobinil)
Customer service senior Specialist 

Customer Service Department

1-Contact angry customers who have  complaints and Carry  out the needed .

2- Call the customer(s) to offer them satisfactory alternative solutions & compensate them where appropriate.

3 -  Up sell and promote services.

4- Offer various promotions & complementary services.

5- Increase customers’ satisfaction & awareness.
6-Train the new comers and give a daily report about their performance
·  October 1999–March 2000

Egyptian Company For Mobile Service (Mobinil)
Call center Representative.

Customer Service Department

1-Receive inbound calls from customers and answer their inquiries  
2-Solve customers’ problems 

3-Transfer the problem to higher level / concerned departments
· Sept. 1998 – Aug. 1999

Michael Aouny Company

Translator and Editor.


1-Translate scripts from English to Arabic 

      2-Edit translated materials done by other translators

· Feb. 1998-June 1998

Ministry of Agriculture-Minister’s office

Minister’s office Translator


 1-Translate the Minister’s office bulletins, minutes of meetings, recommendations of meetings from English to Arabic


 2-Translate Agricultural magazines from English to Arabic

· March 1997-Feb.1998
Media Concepts Company (Translation &Dubbing )
( Disney’s Arabic Production Studio, based in Cairo) 

Translator & Editor 


1-Translate Cartoon Script (Winnie the Pooh, Duck Tales &Quack Pack Series

     2-Edit the scripts  for dubbing purposes..

 Computer skills :

Professional user of Microsoft word,excel,internet.

Very good typing speed in both Arabic and English.

   Languages :

 Arabic  : Native

 English : Fluent

** Passed the Local TOEFL test with a total score of 560 

Training Courses :

2005 : Coping With Change                     ( Logic Consulting )
2005 : Business Writing                            ( Promark pmc )

2002 : Managing Daily Actions                      ( Quest )    

2001 : Customer Acquisition and Retention Via Telephone .  ( IMI ) 

2000 : Developing effective negotiators . ( Middle East management Centre)
1999 : Customer handling skills.               ( Advanced Training Courses )

1999 : Etiquette of professional behavioral skills.               ( H.R. First ) 

Education :
Faculty of Mass Communications – Cairo University  ( BS.C of Mass Comm.)
Department of Public Relations and Advertising.                       
 (General Grade: Good – Year : 1995).
Post Graduate Studies :

Sept. 1995 – Dec. 1996 

Professional certificate in Translation and Simultaneous Interpretation from AUC.
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