	Rasha.367771@2freemail.com 
OBJECTIVE

To utilize my educational background in Law,
skills and experience in PR, Customer Services and
Administration affairs to add value to the organization 
PROFILE  

· Three year extensive experience in progressive administration, Customer relation at Legal Department. 
· Vast experience in loans, handling legal contracts and legal agencies. 

· Central Banking Operations, service oriented and client focuses. 
· Object Oriented with Professional Managerial Skills 

· Excellent Team Player with ability to work under pressure, adopt with diverse circumstances in professional manner.

· Proficient in Microsoft product and IT skilled

Qualifications
Bachelor of Law
Faculty of Law, Damascus University, Syrian Arab Republic
2005 - 2010



Rasha 
	Experience
	

	

	Customer Relations Officer:  Syria International Islamic Bank
· Addressed to all clients inquiries & complaints.
· Handled customer and liaised between the customers and different internal departments to meet the customer needs and satisfaction.
· Managed customer and Proactively identified customer needs to maximize relationship building opportunities and Directed them to the appropriate distribution channels 
· Take full ownership of customers' problems and ensure complete customer satisfaction of problem resolution 

· Comply with bank policies and procedures to ensure security of bank’s and customer’s assets.

· Provide backroom service support to the personal banking team in the branch
· Maintained record details of inquiries, comments and complaints and the actions taken

· prepared customer activity reports and maintained customer databases
· follow up on customer interactions and organize workflow to meet customer timeframes
Head Legal Assistant ( Legal Department): Syria International Islamic Bank

· Manage and organize all queries and legal cases received from other branches and maintain the records.

· Support Customer Service employees with legal consultation and queries
· Organize Inbound and outbound emails and forwarding them to the concerned department.
· Auditing the monthly receipts received by contracted lawyers in all branches and issues their payments. 
· Maintain database for each client and archive their documents. 

· Reviewing and checking the Client bank files and details before forwarding them to the courts 
· Maintain monthly reports

· Coordinate between bank branches

· Finalizing and checking Courts Orders of Blocking / unblocking customer accounts.
	2010 - 2011

2011-Jan 2013

	



	Professional Certifications
	
	

	· Secretary course/ Syria international Islamic Bank                                                              

· Certificate of banking and Islamic financial science                     

· ICDL course                                                                                                                              

· English Language course/ American Language Center
	2011

June to September 2010

2005




	Personal Details
	

	

	Nationality
	:
	Syrian

	Date of Birth
	: 
	03-06-1982, Married

	Languages
Computer Skill
	: 
:

:

:
	Arabic Native Language & English Expellant
ICDL 
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