Hala Hamad Abdul Karim

Contact: Mobile - +971566128827, E-Mail - hala.abdulkarim@gmail.com

Objective:       

Seeking a career with a dynamic organization for it would further harness my skills and abilities that I have built over time and in the process turn knowledge into action towards organizational and personal enhancement.
Personal Information:
Date of Birth:


8th June 1986 

Nationality:


Jordanian

Marital Status:
Married

Technical Skills:

· Windows Operating Systems (MS Office)

· Internet Explorer.

· ORACLE Program. 
Skills:
· Extensive work experience in various aspects of analysis, developing and testing of applications.

· Excellent communication and negotiation skills, both oral and written.

· Well-organized, extremely fast learner, self-motivated, enthusiastic. 

· Excellent mathematics and accounting background, and in programming of Simply Accounting PRO

· Able to work in a team environment with diverse communities.

· Programming abilities in Microsoft Project, Visual Basic, and for Web design (Front Page)
Personal Strengths:
· Ability to work independently as well as in a team environment
· Ability to work under pressure
· Good administration skills

· Very Good communication skills.
Education & Certificates: 
Course:     Business Administration & Computer Information Systems (Graduated – 2007)

College:   Emirates College of Technology   


    
Abu Dhabi                                                                                                                                                                                                                                                                                                                                                                                        

2005 TOEFL Certificate

2003-2004 Higher Secondary Certificate from Palestine School – Scientific Section.

Professional Experience:
· 2nd March 2008 till Date
Abu Dhabi Media Company 

Position: Customer Service Agent
Job responsibilities include:

· Received inbound calls & outbound calls in respect to customer assistant.

· Handled customer inquiries & orders as well as follow up on the status of their inquiries.

· Resolved customer complaints and documented it for review and extracting from it evaluation for the distribution employees handling the specific customer & area.

· Create new customer profiles & database using the oracle system.

· Data entry into electronic systems of field researches.

· Telemarketing & telesales of promotions and new launch of The National Newspaper at the time.

· Follow up with customers to ensure their satisfaction (tele-care).

· Follow up with customers having overdue accounts and retrieving the payments accordingly.

Other responsibilities assigned to me:

· Created bank accounts for new & low paid employees which accumulated for more than 500 employees.

· Also responsible for online subscriptions making sure they are active and follow up the status of them with respective customers.

· Conducted surveys for customer satisfaction and prospect articles that will be published to evaluate the relevance and importance of the subject and how it will affect the sales targets.

· July 2006 till  1st March 2008
Abu Dhabi Commercial Bank 
Position: Sr. CPV (Contact Point Verification) & Pre-Screening
Job responsibilities include:

· Basic duties include telephonic verification of employment and personal details of customers for all retail products and entering verified details into the system.
· Responsibilities include checking on application details, checking for any discrepancies, clarification of details if required from the office or customer, and informing superiors of discrepancies. Contributing towards timely completion of job and ensuring work quality.
· Improving the CPV Bank Manual with the rest of my team members.
· Training of new recruits for the Contact Point Verification (CPV) position.
· Oct. 2005 till 27th July 2006
Trakker Middle East L.L.C.

Position: Secretary & Reception
Job responsibilities include:

· Attending phone calls, responding to faxes and Emails.

· Typing of required documents & official letters.

· Preparing minutes of meetings.

· Coordinating between the company’s Departments.

· Translation for required documents.

· Telemarketing.

Languages: Proficient in Arabic and English.
· References available upon request.[image: image1.png]
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