Amen Allah KheirAllah

Customer Service , call center agent , sales administrativeamenallah.khai@gmail.com



Qatar , Doha

+974 70999340

https://www.linkedin.com/in/amen-alla-kheiralla





Summary

Dedicated and highly motivated Customer Service professional with [12 years] of experience in delivering exceptional support and building positive customer relationships. Seeking a challenging position in a dynamic organization where my skills in communication, problem-solving, and customer satisfaction can contribute to overall business success.

Work experience



Spectrum Solutions
PHCC Project

2021


Customer Service Specialist
· As a Customer Service Specialist at PHCC in Qatar, I am dedicated to delivering exceptional service and support to our valued customers.
· I am responsible for handling inquiries, resolving issues, and ensuring customer satisfaction.
· Manage large amounts of incoming phone calls. Identify and assess customers’ needs to achieve satisfaction.
· Build sustainable relationships and trust with customer accounts through open and interactive communication.
· Provide accurate, valid and complete information by using the right methods/tools. Handle customer complaints, provide appropriate solutions and alternatives within the time limits; follow up to ensure resolution. Keep records of customer interactions, process customer accounts and file documents.
· Follow communication procedures, guidelines and policies.
· Take the extra mile to engage customers.




Sheraton & Torch Hotel (Leela Perfume) (Qatar) Driver/Messenger & Coordinator
· Responsible for implementing, monitoring and efficiently communicating existing and new policies within team to ensure compliance at all times.
· Coordinate process test and refresher training with Customer Service Improvement team.

2017 - 2020

· Act as escalation point of contact with Terminal Operations team regarding all operational matters and ensure first call resolution, zero error and operational excellence.
· Assist Customer Service Improvement team in developing recurrent training modules based on feedback.
· Conduct complaint investigations followed by recommendations and/or implementation of improvement measures.
· Responsible for achieving all KPI’s as outlined in the Contact Centre Centre and Lost Property KPI scorecard.
· Provide line manager with regular updates and reports on operational performance.
Amani Travel & Tourism (Dubai)	2013 – 2016

Driver/Messenger

· Researching travel options & presenting the best deals in terms of requirements.
· Responding appropriately to customer questions and comments.
· Responding to all phone enquiries promptly, courteously and in a friendly manner.
· Building strong relationships with clients. Identify gaps in a customer’s records & then collecting information to fill them in the gaps.
· Up selling relevant add-ons, like, insurance, excursions, currency etc.. .
Home Center for Furniture (Dubai)	2011 – 2013

Driver/Messenger

· Provided key transportation services by driving various vehicles to pick up and deliver documents, mails, and individuals to various destinations.
· Maintained a regular schedule for picking up and delivering inter-office, departmental, and external company documents, mails, and small packages.
· Conducted regular checks to ensure the office vehicle was in good running condition, promptly reporting any required repairs or maintenance checks.
· ensuring timely delivery of documents, mails, and people while adhering to high standards of professionalism and safety.








Education


· High School Diploma Certificate, Tunisia.


· Certification In IT.

· Two Certificates of American School AMEDEST.



Training / Courses

· IT technician: SYSATOO private engineering schools

skills

· Self-motivated Detail.


· Strong organizational and time management skills


· Leadership skills


· Quick learner Customer Service Orientation


· MS Office Experience in sales Good analytical and problem solving skills, Effective Communication skills.


· Exceptional Customer service skills.


· Ability to multi-task, prioritize, and manage time effectively Excellent organizational and Consultative sales skills.



· The ability to keep sensitive Information confidential and Basic literacy and numeracy skills.


· Impeccable interpersonal and Customer service skills, even in High-stress situations Resourceful and self-motivation Team Player Sales Technics and high standard customer service. Knowledge about the market and ability to convince and satisfy customers.


· Dealing with calls in a highly professional manner.


· Attention to detail and ability to multitask effectively


· Handling complaints in a diplomatic way.


· Accurately updating customer records with information.



· Answering any queries quickly and efficiently.

· Quickly understanding a caller's point of view and to react with them.

· Attention to detail and ability to multitask effectively



· Able to respond and adapt to the needs of all customers.

· Fully aware of all laws & regulations regarding data protection.



· Contact Centre Team Lead/ Supervisory experience.


· Experience in handling Complaint investigations.


· Lost Property Functional Experience.



LANGUAGES

· Arabic: Mother language .

· English: Good (Read, written and spoken) .

· French: Good (Read, written and spoken) .

· German: Good (Read, written and spoken) .

Driving licenses : Qatari Driving  License / Excellent driving skills with familiarity with city roads and traffic regulations
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