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	Highly motivated and skilled Public Relation Officer seeks position with dynamic organization that welcomes initiative and dedication and demands excellence in consistently meeting business objectives and exceeding standards. Offering an exceptional ability to work under pressure and proven ability to deal with people at different levels.



	Key Skills:
· Provide confidential support and expert office administration skills.

· Self motivated, responsible and experienced at working in fast-paced environment.

· Confident and poised in interaction with individuals at all levels.

· Detail oriented, able to multi-task effectively.

· Excellent communication skills both written and oral.

· Excellent Typing skills.
Achievements: 
· Successfully exceeded my managers expectations 

· Created a loyal customer base for the Branch 

· Successfully dealt with customers of diversified nationalities and cultures by synergizing my Interpersonal, Communication, Selling skills and Leadership qualities.

RESPONSIBILITIES: 

         Develop the relationship with clients, with the aim of creating customer    

         loyalty             

Aid customers with purchases advising them on product selection

Welcoming guest and make them feel comfort

Apply up selling (when ever possible)

Creating a friendly atmosphere with my colleges and clients

Managing opening and closing operations 

Handling guest complaints

Training the opening and pre opening team



	EXPERIENCE:



	American Hospital Dubai
Patient Relation Representative (in admission office) August 26  – Up to Date   

· Admitting patients / preparing cost estimates for procedure / updating patients with their bills every day. 
· Training of new staff up to the standards to meet the patients’ satisfaction.

· Preparing and updating the department policy & procedures, staffing plan, scope of service and improvement plan.

· Evaluation of the annual performance of the staff.

· Hospital and departmental orientation.

· Handling Call, Receiving and handling customer complains.

· Giving information to the patients about the various products and services of the hospital.

	Fox Tours travel agency
French Tour Guide May 2006 – August 2006
   Meeting clients in the airport and making sure of their transfer to the hotel, meeting them again next day in the hotel and providing them with information about the country and the stay, up selling excursions, escorting clients to the city tour. 



	Traders Hotel Dubai

Sales executive.2003 –May. 2006
· Get new market for the group.

· Prepare season prices for the new companies.
· Present the hotel in the exhibitions 
· Visiting competitive hotels and make a reports 
· Follow up for payment from companies and travel agencies 
· Assists with mailings.

· Ensures quality standards are met.



	Sales executive /textile company (Moncef Barkous) Tunisia 2002
· Visiting competitive company and make reports about prices.

· Get new market for the company.

· Reaching the target set by the company.

· Giving new ideas to improve the sale.



	Training Courses:

· Heart saver training (DOC), conducted by American Hospital Dubai.
· Medical terminology, conducted by American Hospital Dubai. 
· Customer Awareness Training, conducted by American Hospital Dubai.
· Handling guests complains, conducted by Traders Hotel Dubai.

· Training news staff, conducted by Traders Hotel Dubai
I. Additional Technical Training:
· Behavioural Based Interviewing Skills.
· Introduction to Fidelio  
· Word Basic and Intermediate – 
II. Business Skills Training:
· Cultures in Corporation.

· Taking your job personally.

· Integrity workshop.

· Problem Solving and Decision Making.



	Education:

· 2000 

Baccalaureate Degree in Literature
· 2003:

High institute of Hotel and Tourism of Sidi Dhrif
                               (Institut Superieure d'Hotellerie et de Tourisime de Sidi Dhrif) 

                            Technician in Hotel Management   
        

	Computer Skills:

·  Professional user for, windows XP/ 2000 /98 etc.

·  Professional user for MS Office XP (Word, Excel and Internet Explorer 5.0).

·  Professional in Surfing the web for Gathering information.
Interest and Activities
· Enjoy all kind of Sports especially Swimming, Volleyball, Billiards and Snooker.

· Keeping up to date in reading the Interesting articles, Business / Economy & information technology news.

· Keeping update with the Medical information and technologies.

· Exploring regions and driving off road.

Languages able to speak:

· Arabic/ fluent

· French/ fluent

· English/ fluent 
More
Valid UAE Driving Licence
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