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SUZAN ATEAA
Contact Information:
29 El – Shorfa Street El –Materya

Cairo, Egypt

Tel: (202) 22511369
Mobil: 01225957481
E-mail Address: susanateaa@gmail.com
Personal Data:
· Date of birth: 28/09/1986
· Place of birth: Egypt.
· Nationality: Egyptian.
· Marital status: Single.
· Religion: Muslim
Objective:
· Finding A full time\ Part time \ Freelance job in the field of Call Center & Customers services, Advertising, and E-Commerce are the Fields I like the most and can give in the highest and maximum productivity, also, they are my favorite work places where I would utilize both my current knowledge and interpersonal Talent. Whereby I could make full use of my academic background, personal skills, and my language skills.

· Otherwise I'm seeking for a suitable position in customers services, where I can utilize my skills, execute my current knowledge, work experiences and to serve my employer in both creative and professional ways to achieve the maximum benefits for both sides.

Education:
· Bachelor of Arts, Faculty of Arts, History department, Ain Shams University.

· Date of Graduation 
: May 2007    

· General Mention 
: Good

· Preliminary Year 

: Faculty of Arts, the same University.

· Date of Graduation
: Oct 2008   

· General Mention
:  Good
Soft Skills:
· Awareness of the significance of Time management and the wise using of time and being consistently staying on schedule and meeting deadlines.

· Self-motivation, welling to gain extra knowledge, initiative and accepting responsibilities.

· Working under accepted pressure while handling the stress that accompanies deadlines and other limitations or constraints and to pay an enough attention to the delivered quality to meet the client's maximum satisfaction.

· Professional (Oral/spoken/written) communication skills with public, fellow employees, supervisors, and customers.

· Leadership, Teamwork and collaboration skills like Guiding, working and supporting others in order to accomplish tasks to meet deadlines.
Advanced Skills:
· Computer Skills

 Proficient in the use of:

· Microsoft Office 2013 .
· Windows 10 , 8 .
· Advanced web navigation.

· Internet.

· Language Skills

· Arabic 
: Mother tongue.

· English 
: Good command of spoken and written.

Technical knowledge: 
· Computer literate & good typing skills.

· Understanding of website / Internet.
· Understanding of call centre technology an added advantage. 

Professional Courses:
· ICDL Course 
· I successfully completed The ICDL (International Computer Driving License) Course in Yat center – Heliopolis branch .

· Course time 
: Apr – June 2010
· course contents 
:

· CONCEPTS OF INFORMATION TECHNOLOGY (IT)
· USING THE COMPUTER AND MANAGING FILES
· WORD PROCESSING -SPREADSHEETS - DATABASE
· PRESENTATION - INFORMATION AND COMMUNICATION
· Date Certification 
: 24 Jul 2010.
Experience:
· May 2015 – Des 2020 :

· Senior Program Coordinator  in Career College Egypt   :
Job Duties:

· Replying requests of customers (by call center and customers' visits).

· Solving any problems facing customers.
· Booking suitable courses according to customers' need.

· Booking by system and giving client’s receipts.

· Seb  2013 – Jun 2015 :

· Assistant and Account Manager in On Court Sports Construction Company  :
Job Duties:

· Replying requests of customers (by call center and customers' visits).

· Replying e-mails which is from customer’s requests.
· Solving any problems facing customers.
· Responsible for account department in reception. 

· Responsible for HR file of employers (of branch). 
· Jun 2011 – Aug 2012 :
· Customer services agent in Wadi Degla club  Maadi – Cairo.
Job Duties:

· Replying requests of customers (by call center and customers' visits).
· Booking by system and giving client’s applications. 
· Solving and handling any problems facing customers.
· Responsible for customer’s one plus ( of branch ) . 
· Jan 2010 – Oct 2010 :
· Call canter agent and canter coordinator in 3K for computer services and Educational Center :
Job Duties:

· Replying requests of customers (by call center and customers' visits).

· Replying e-mails which is from customer’s requests .

· Booking suitable courses according to customers' need.

· Booking by system and giving client’s receipts.

· Responsible for account department in reception. 

· Responsible for HR file of employers (of branch). 

· Solving any problems facing customers.

· Handling exams reserving and managing booking.
· May 2009 – Nov 2009 :
· Call Center Agent in Ocean group in Cairo. 
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