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ABOUT ME

Obtain a posi�on that will enable
me to use my strong sales skills,
marke�ng background and
abili�es to work well with people.

EDUCATION

IBN AL JAZZAR College
2010
BACHELOR'S DEGREE

SKILLS

Management

Customer Service

Microso� Excel

Communica�ons

Sales

Business Sense

Cri�cal Thinking

Teamwork

Microso� Outlook

Problem Solving

Time Management

Interac�ve Communica�ons

Professional Communica�on

Equinox (OSGi)

LANGUAGES

English

Arabic

French

WORK EXPERIENCE

• Respond promptly and professionally to incoming customer inquiries in
person, by telephone, or by email
• Maintain an updated knowledge of the organiza�on's products, services,
and customer service policies
• Document customer interac�ons when necessary, compiling documents
and forwarding informa�on to interested par�es
• Explain simply and clearly in response to customer ques�ons and check
for customer understanding and acceptance
• Recommend new products or services or make sugges�ons for
improvements by iden�fying relevant features and benefits
• Assist clients by demonstra�ng the use of goods and programs and
answering any ques�ons they may have
• Par�cipate in training opportuni�es provided by the organiza�on or by
outside en��es
• Establish and maintain good rapport with customers by using posi�ve
language and an�cipa�ng their needs

• Answering phones from customers professionally and responding to
customer inquiries and complaints.
• Researching required informa�on using available resources.
• Handling and resolving customer complaints regarding product sales to
customer service problems.
• Providing customers with the organiza�on's service and product
informa�on.
• Processing forms, orders, and applica�ons requested by the customers.
• Iden�fying, escala�ng priority issues and repor�ng to the high-level
management.
• Rou�ng inbound calls to the appropriate resources.
• Following up complicated customer calls where required.
• Comple�ng call notes and call reports as necessary and upda�ng them in
the CRM.

• Resolve product or service problems by clarifying the customer's
complaint; determining the cause of the problem; selec�ng and explaining
the best solu�on to solve the problem; expedi�ng correc�on or adjustment;
following up to ensure resolu�on
• Recommend poten�al products or services to
management by collec�ng customer informa�on and analysing customer
needs
• Generate sales leads
• Contribute to team efort by accomplishing related results as needed
• Prepare product or service reports by collec�ng and analysing customer
informa�on
• Iden�fy and assess customers' needs to achieve sa�sfac�on
• Build sustainable rela�onships and trust with customer accounts through
open and interac�ve communica�on
• Handle complaints, provide appropriate solu�ons and alterna�ves within
the �me limits and follow up to ensure resolu�on
• Keep records of customer interac�ons, process customer accounts and file
documents
• Follow communica�on procedures, guidelines, and policies
• Go the extra mile to engage customers

• Coordinate ofice ac�vi�es and opera�ons to secure eficiency and
compliance to company policies
• Supervise administra�ve staf and divide responsibili�es to ensure
performance
• Manage agendas/travel arrangements/appointments etc. for the upper
management

QLM medical and life insurance
Doha

MAR 2023 - PRESENT

CUSTOMER SERVICE ASSOCIATE

Al Khaleej Takaful insurance
CALL CENTER AGENT

Vodafone
Doha

JUN 2019 - DEC 2022

RETAIL STORE ADVISOR

SOGITEX
Kairouan

JAN 2017

ADMIN


