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Mobile: +97156-1483720


OBJECTIVE:

Senior TV Scheduler with good transferable administration skills; experienced in planning and scheduling in Broadcast Master, with good knowledge of the production and transmission process. 
Helped to ensure editing and formatting of content; tested material for timing. Scheduled programming fillers, sponsorship entitlement and promotions ready for transmission, working very closely with production, promotions and transmission teams.
STRENGTHS
	· Excellent communicative, research and written skills developed in Live TV.
	· Skilled in Understanding Customer Needs
· Problem Solving and Organizational Skills

	· Customer Relationship Management Skills
	· Willing to learn and ready to go extra mile

	· Experience on Broadcast Master
	


EMPLOYMENT HISTORY:

Presentation Scheduler, 

Abu Dhabi Media Company (Endemol Middle East) 
June 2010-till date
· Part of the team that launched 3 new Premier League sports channels for ADMC. Planned and Schedule both English and Arabic channels in BCM (Broadcast Master).
· Scheduling programming, fillers, sponsorships and promotions ready for transmission, liaising with transmission, marketing and production teams, adhering to rules and guidelines.
· Planned in BCM 4 weeks in advance. Release skeleton schedules liaising with all parties and amending as necessary.
· Maximises viewing numbers by placing programmes and advertising at optimal times.
· Adapts scheduling for breaking news, developing multiple contingency schedules and plans to cope with overruns.
· Getting time codes of football matches and programmes, updating records in BCM then sending corrected schedules off to play-out.
· Well experienced in Broad Cast Master(BCM)
· Create House IDs for the producers to provide us with promos to advertise the games we are going to broadcast in the weekends.
· Developed coherent detailed Schedules for transmission of programming and continuity of elements, commercials, fillers, promotions, sponsorship content, liaising with programme TV operators and planners and adhering to rules and guidelines.
Collections Officer, 

Amlak Finance PJSC Dubai U.A.E

January 2009-May 2010

· Handling issues related to the accounts like Standing order break up for accounts repayment roll over letter.
· Handling allocated cases right from follow up to execution.

· Plan and adapt ways to reduce the number of arrears cases.
· Negotiate with customers for win-win situation, particularly for difficult customers.
· Contacting debtors by phone or correspondence to determine willingness and ability to pay explain legal requirements and obligations obtain payments and establish payments schedules.
· Carry out recovery functionalities from start-to-end, i.e. identification of risk, customer contact, negotiation, proposal for settlement
· To create a professional and friendly environment providing fast, flexible and efficient service to our customers.
Customer Service Officer, Amlak Finance PJSC, Dubai, United Arab Emirates
November 2007 –December 2008
· Provide Team support and ensure good communication between Team members

· Using complaint tracking system to log complaints and assure they are resolved within the agreed TAT.

· Motive Team to capture leads through cross selling and up selling.

· Use supporting tools like CRM, Bancslinc and Ijarah calculator to provide information for the customers.

· Ensure that customer requests and complaints are handled professionally, effectively, maintained at a minimum level and resolved up to the highest level of customer 
· Manage a team of personnel under direct supervision and handle the duty of delegating work functioning and daily job list on regular basis.

· Establish a win to win relationship between customers and company.

· Adopt systematic approach to problem solving and analyze results to implement solutions. 

Customer Service Assistant, Al Futtaim Trading Company- IKEA L.L.C 

October 2005- Aug 2007
· Professional Customer Acknowledgements, handling complains and problem solving of different type of customers, team leading and decision making.
· Process all the daily, weekly and monthly Key Performance indicator report for the customer service department. 
· Scheduling for deliveries and Assemblies.
· Process sales return vouchers and assist Inventory Department in Stock Issues.

EDUCATION:
1995-1999:
Completed “O” level’s at Coast Academy High School

2000-2001:
Studied Ms.Office in Al Hilal Computer Courses i.e. Ms Word, Ms.Excel, 


Power-point and Out-Look.

TRAINING
· Certificate of Customer Service Excellence from Ethos Consultancy.

· Certificate of Managerial Services from Ethos Consultancy.
· CAS Champions-Train the Trainer Training.

· Certificate of Communication Skills from Amlak Finance PJSC.
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