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Objective:

· To seek a challenging career in a professional organization where my skills can be utilized and further developed.

Deloitte, Auditor- Internship- May 2012- July 2012
Group, Call Centre Agent-December 2008- December 2009
· Answer calls professionally

· Respond to customer inquiries

· Research required information using available resources

· Handle and resolve customer complaints

· Provide customers with product and service information

· Enter customer information

· Process orders, forms and applications

· Identify and escalate priority issues

· Route calls to appropriate resource

· Follow up customer calls where necessary

· Complete call logs

· Produce call reports
DVV Media Group, Editorial Assistant December 2008- December 2009

· Prepare written material for publication

· Writing and uploading news daily on the site

· Using computers for word processing, windows writer and email;

· Write or rewrite headlines, captions, columns, articles, and stories according to publication requirements

· Read stories to detect errors in spelling, punctuation, and syntax.

· Selecting and cropping photographs and illustrative materials to conform to space and subject matter requirements

· Assisting the designers in ordering and selecting images. 

· Organizing and researching events and news stories

· Summarizing written material;

· Correcting manuscripts; 

· Filing, photocopying and other routine administrative tasks.

· Distributing couriers to clients

Gitex, Sales Promoter                                               September 8-14 2007

· Sold Samsung Cameras to customer, demonstrating their different Models.

· Answered any of their queries and complaints

· Handed out brochures to customers

· Reviewed own sales performance and try to reach sales target

· Gained clear understanding of customer’s preferences and requirements

World Trade Centre Exhibition, Sales Promoter       September 6-10 2006- Dubai

· Sold HP Laptops to customers, demonstrated their different models

· Answered any of their queries and complaints

· Handed out brochures to the customers

· Reviewed own sales performance and try to reach sales target

· Gained clear understanding of customer’s preferences and requirements

Educational Qualifications:

· BA Business Studies and Marketing, Middlesex University, Dubai, UAE: 2005 summer 2008- Graduated with Second class upper.

· Manarat Jeddah School, Saudi Arabia: 2002 – 2004:  

· A Levels in: Mathematics, Business Studies AS Levels in: Economics and English

· Jeddah Preparatory and Grammar School Saudi Arabia1993 – 2002:  

· IGCSEs (A-C) in English Literature, English as a First Language, Business Studies, History, Mathematics, Information Technology, and Biology  

Course Work

· Preparing for Business

· Organizational Behavior

· Business Information Systems

· Strategic Business Environment

· Marketing Foundation

· Marketing Research

· Accounting and Finance

· Economic Environment

· International Finance

· Management for Business

· Service Operations Management

Languages:

· Basic Arabic –writing, reading and speaking.

· Fluent English – Writing, reading and speaking

· Swahili – Speaking

IT Skills

· Self-taught person in terms of the latest technological trends and techniques, for example; Photoshop.

· Excellent Computer skills (Microsoft Words, Excel, & Power Point, Access, Windows Live Writer). 

Interpersonal skills: 

· Sociable & extremely friendly

· Deadline oriented

· Good organizer

· Quick learner

· Confident and consistent

· Authentic, productive and dependable

Personal Details:

· Valid UAE Driving Licence

· Birth date: 05/12/86

· Visa status: Student

