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Major Education
2005– 2006:   Bachelor of high school.
2010ـــ 2011:  Bachelor degree of languages and translation department of English Language Interpretation and Translation, Al-Azhar University.
Summary & Personal skills

· Receptionist & Guest Relation Agent.

· Customer Service Associate.
· Mid-career English Instructor.
· Salesman and Negotiator.
· Nearly Native English Speaker. ( American Accent)
 ــــــــــــــــــــــــــــــــــ
· Achieving real progress in my career.

· Excellent negotiating, organizing and time management skills
· Ability to learn tasks quickly.

· Eager to learn new technology.
· Ensuring that all items in the workflow system checklist are applied.

· Possess excellent interpersonal, analytical, and organizational skills.

· Strong communication skills, can articulate thoughts and present ideas in a structured and effective manner.

· Self-motivated, flexible, energetic, dedicated, hardworking, and can work under pressure with minimal supervision.

· Ability to monitor and prioritize workload and meet strict deadlines.

· Can handle multi-task assignments and work well in a fast paced, multi-cultural environment.
· Meeting Sales Goals, Closing Skills, Territory Management, Prospecting Skills, Negotiation, Self-Confidence, Product Knowledge, Presentation Skills, Client Relationships, Motivation for Sales.
· Strong team-player with unquestionable integrity and leadership qualities. 

· Computer literate, knowledgeable in MS office- Word, Excel, Outlook &amp; PowerPoint
· Good knowledge of Nautilus and Opera systems
Software & Computer skills
· Proficient in Microsoft Office 

· (Word, Access, Excel, PowerPoint, Internet).

· Good knowledge of Nautilus and Opera programs for hotels.

· Good knowledge of Adope Photoshop.
Professional experience
· Receptionist & Guest Relation Agent
July 2011 – October 2012 (14 months) Porto Marina, Egypt
· Greeted, assisted and directed guests, workers, visitors and the general public

•     Answered all incoming calls and handled caller’s inquiries

·  Provided office support services so as to ensure efficiency

·  Responded to guests and public inquiries

·  Received, directed and passed on telephone fax messages

·  Directed employees, guests and general public to the right staff member

·  Maintained a sufficient record of office supplies

·  Provided word-processing and clerical support

·  Picked up and delivered the mail

· Maintained the common filing system and filed all letters

·  Coordinated the repaired and maintenance of office supplies

·   Provided administrative services to the office manager

·  English Instructor & Translator
             Ministry of defense Language Institute MODLIs.

              October 2012 – October 2013 (1 year) Egypt
  Developed English lesson plans in line with the national curriculum: Planned English lessons to meet curriculum standards. 

   Helped students understand, speak, read and write in English. 

   Delivered engaging, coherent lectures and motivating lessons to students across all Key Stages. Utilized learning technology in the planning and delivery of lessons. 

   Modified assignments and activities to meet the learning needs of individual students – Identified and sorted into small, similarly skilled groups. 

   Classroom management: Prepared English classroom and coursework materials, homework assignments, and handouts. Prepared course work, planned class sessions: Selected/integrated appropriate instructional materials for classroom instruction – Organized/delivered classroom lectures to students. Arrange extra-curricular activities and set targets for pupils. 

  Evaluated the students’ class work and assignments: Graded tests, essays, reports and other assignments. 
· Customer Service Associate & Counter Admin
Ocean College diving centers co, subsidiary company of Worldwide Thomson Group.
         November 2013 – November 2015 (2 years ) Sharm El Sheikh, Egypt
  Displayed the whole image of the services provided courteously and humorously.

  Managed a high-volume workload within a deadline-driven environment. Resolved an average of 550 inquiries in any given week and consistently met performance benchmarks in all areas (speed, accuracy, volume). 

  Became the lead "go-to" person for new reps and particularly challenging calls as one of the companys primary mentors/trainers of both new and established employees. 

  Helped company attain the highest customer service ratings (as determined by Trip Advisor 2015) -- earned 100% marks in all categories including communication skills, listening skills, problem resolution and politeness. 

  Officially commended for initiative, enthusiasm, tenacity, persuasiveness, intense customer focus and dependability in performance evaluations. 

  Completed voluntary customer service training to learn ways to enhance customer satisfaction and improve productivity

  Efficient knowledge experience in Nautilus and Opera systems.

  Itemized and totaled purchases by recording prices, departments, taxable and nontaxable items; operated a cash register.

  Collected Service payments by accepting cash, check, or charged payments from customers; making change for cash customers.

 Serviced existing accounts, obtained orders, and established new accounts by planning and organizing daily work schedule to call on existing or potential sales outlets and other trade factors.

  Adjusted content of sales presentations by studying the type of sales outlet or trade factor.

 Focused sales efforts by studying existing and potential volume of dealers.

 Submitted orders by referring to price lists and product literature.

Languages
· Arabic: Mother tongue 
· English: excellent oral and written. Advanced level       
· Russian: (first level course)
Additional educational courses
· Communication Skills course: Organized by faculty of languages and translation.  
· Start Up Course: English language organized by faculty of 
· Languages and translation.
· Start Up Course: Russian language the first level organized by Russian Culture Centre in Cairo.
· Developing course in: Journalism coordinated by El fagr newspaper, Editing, Writing and Paraphrasing news.
· Leadership Development course: Coordinated by faculty of languages and translation. 
·   Ministry of Defense Languages Institute Teaching Diploma (MTD).
· Communication Skills Course: Organized by Thomson Group Company.
· Sales and Negotiation Course: Organized by Thomson Group Company .
Targets
· Searching for a position where I can utilize my experience and problem solving skills.
 Causes I care about 
· Arts and Culture

· Education

· Human Rights

· Politics

· Science and Technology

· Traveling and innovating.
 Future Plans
· Working in upgrade positions in Hospitality companies, Public Relation and Media stations. 
References
· Available upon request.
