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Personal Information 
Date of Birth
:
April 12 1992 
Nationality

:
Moroccan

Marital Status
:
single
Visa Status

:
visit visa
Languages known
:
English, Arabic and French

Objective:
Seeking a challenging job commensurate to my qualification & experience in order to utilize my skills, effectively in a reputed organization with a healthy working environment, which enables a clear objective and development, and appreciate quality work.

Educational Qualifications & Computer knowledge
· Computer courses (MS Word, Excel, PowerPoint, and Internet)

· Courses in secretary and administrative management (Institute of Sciences and Techniques of Computing. Safi-Morocco).

· Certificate of operating systems installation (windows xp , windows 7 )
· Certificate of high school 
TRAINING AND WORKSHOPS
· Participation in different international trainings and seminars (Team work- Group Dynamics –Problem solving, Customer Service, Time management and Product Knowledge) 

Work Experience :
1. Worked as a Retail Store Manager in LE PASSAGE: A store of ladies' shoes, accessories and ready made garments - CASABLANCA – MOROCCO   
2. Work as a salesman 3 years in marjan hyper market 
3. I have 2 years experience in security officier.
MAIN RESPONSIBILITIES:
· Assist the team to deliver outstanding customer service and operational excellence. 

· Manage and motivate the team to increase sales and ensure efficiency

· Manage stock levels and make key decisions about stock control

· Update colleagues on business performance, new initiatives and other pertinent issues

· Maintain awareness of market trends in the retail industry, understand forthcoming customer initiatives and monitor what local competitors are doing

· Prepare action plans by individuals as well as by team for effective search of sales leads and prospects. 

· Provide timely feedback to senior management regarding performance. 
MAIN RESPONSIBILITIES:
· Execute secretarial functions as needed for Head of Department.

· Meeting preparations, Agenda, Minutes, place setup and perform day to day administrative tasks 

· Provide administrative support to the Technical Managers including travel and calendar management, preparation of expense reports, and maintenance of files. 

· Prepare, edit and format documents, presentations and spreadsheets. 

· Manage meeting arrangements, including researching host country and visa requirements, hotel negotiations, registration of meeting participants, meeting facilities and catering. 
Skills / Areas of Expertise

· Merchandising 

· Training teams / Team Leadership

· Marketing / Promotion

· Customer care

· Stock inventory control

· Computing 
Personal Attributes & Objectives

· Possess a pleasing personality

· Ability to learn new techniques and procedures very quickly

· Able to adapt to new environments and people with ease

· Hard working energetic and sincere

· Well organized and result oriented

· Possess excellent communication and interpersonal skill

· Self- starter with high level of motivation towards acceptance and desire for responsibility, accomplishment and self – reliance.
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