[bookmark: _Hlk140620145]Rahma Yahia Ebrahim Farag
Address:   Imbaba - Giza
Mobile:  012 – 24892098
Email: Rahimayahea50@gmail.com


Dear Mr. / Mrs.


I have enclosed a copy of my resume, which outlines my qualifications and credentials for the available vacant position, and I appreciate your taking the time to review it. 
I know that my proven skills, strong commitment to high ethical & professional standards, and flexibility would allow me to make a significant contribution to the team I’m working with. I would welcome the chance to discuss my qualifications with you in greater detail.

Sincerely,

Rahma Yahia.









































  Rahma Yahia Ebrahim Farag
  Address: Imbaba - Giza.
  Mobile:  :  012 – 24892098
  Email: Rahimayahea50@gmail.com

Executive Summary:

A professional dedicated seeking a position in a professional environment where I can leverage my experience and apply my strong background.
	
Educational Background:

Bachelor of Arts, Major Geography, Ain Shams University.				Graduation Date: Year 2020.

Professional Experience:

ORANGE COMPANY  		
Nov. 2021 – till present : Sales Indoor Agent.	
Job Responsibilities:


Welcome customers to the customer center and solve their inquiries.
Communicating with customers, making outbound calls to potential customers, and following up on leads.
Understanding customers' needs and identifying sales opportunities.
Answering potential customers' questions and sending additional information per email.
Keeping up with product and service information and updates.
Creating and maintaining a database of current and potential customers.
Explaining and demonstrating features of products and services.
Staying informed about competing products and services.
Upselling products and services.
Closing sales and achieving sales targets.
Handle customer complaints and provide solutions to their problems.
Sell Orange products and services and ensure proper collection of required documents.
Sell value added services to customers.
Coordinate with other departments to solve customers’ complaints.
Enhance customers experience through developing and smoothing the workflow inside the Customer Center.
Propose tools to maintain company and customer center image.











BCC “Breast care & cure “ 
Sep 2019 – Sep 2021:  Receptionist.	                                                                                                                                      
Job Responsibilities:

· Answer phone calls and redirect them when necessary.
· Manage the daily/weekly/monthly agenda and arrange new meetings and appointments.
· Prepare and disseminate correspondence, memos and forms.
· File and update contact information of employees and customers.
· Support and facilitate the completion of regular reports.
· Develop and maintain a filing system.
· Check frequently the levels of office supplies and place appropriate orders.
· Document expenses and hand in reports.
· Greets visitors, ascertains purpose of visit, and directs them to appropriate staff.
· Interviews patients to complete documents, case histories, and forms such as intake and insurance forms. Compiles and records medical charts, reports, and correspondence using a computer and various software programs. Transmits correspondence and medical records by mail, email, or fax.
· Schedules and confirms patient diagnostic appointments, surgeries, and medical consultations.
       Receives and routes messages and documents such as laboratory results to appropriate staff.



Automatic Speech Recognition ( ASR )
Jul 2019 – Sep 2019:  QA Analyst.
Job Responsibilities:

· Excellent problem-solving abilities and meticulousness.
· Outstanding communication skills in both writing and speaking.
· Create and carry out test plans to make sure all goals are reached.
· Implement and keep an eye on test scripts for evaluating the service or product's usability, performance, dependability, and quality.
· Recognize flaws in the production process and fix them.
· Advise, carry out, and keep track of preventative and corrective measures to guarantee that quality assurance criteria are met.
· During the testing process, make sure that user expectations are satisfied.
· Create draught policies and procedures for quality assurance.
· Look into customer and product complaints.
· Continually make sure that you are adhering to quality and industry regulatory requirements.
















ISON XPERIENCES - EGYPT
Aug 2017 – Jun 2019:  Telesales Representative.
Job Responsibilities:

· initiating sales with potential customers over the phone.
· Asking questions to engage customers and keep the conversation going.
· Listening to the customers' needs to generate repeat sales.
· Gathering and documenting customer information, payment methods, purchases, and reactions to products.
· Keeping up to date on all products and informing customers of new products.
· Answering customers' questions on the products.
· Meeting sales quotas.




MED-CARE COMPANY 
[bookmark: _GoBack]Feb 2017 – Jul 2017:  Medical Insurance Seller.
Job Responsibilities:

· counseled potential customers about [company name] products and services.
· Reviewed data on insurance applications to insure the proper rate is implemented.
· Serviced policy holder accounts answering questions quickly and accurately.
· Helped customers identify services/products that best suited their needs.
· Participated proactively in all huddles and districts communications and meetings.
· Established and maintained key relationships and business contact within the community and targeted industries segments and strategic initiative to create opportunities for growth.
· Cooperatively work with others to produce and deliver required work.
· Articulate and very effective working with people of different backgrounds and temperaments.



EBDAA REAL ESTATE COMPANY 
Des 2016 – Jan 2017:  Real Estate Sales.
Job Responsibilities:

· Generating client leads to buy, sell, and rent a property.
· Counseling clients on market conditions, prices, and mortgages.
· Developing a competitive market price by comparing properties.
· Creating lists for real estate sale properties, with information location, features, square footage, etc.
· Showing properties to potential buyers and renters.
· Presenting purchase offers to sellers.
· Facilitating negotiations between buyers and sellers.
· Reviewing purchase contracts to ensure terms are met.
· Promoting properties with ads, listings, and open houses.
· Preparing loyalty contracts, purchase agreements, rental agreements, deeds, and other documents for each real estate transaction.
· Maintaining your real estate license and knowledge.






Professional Courses:

English Capsules.
ICDL The Russian Cultural Center.
      		       
Key Skills and Achievements:

Computer literate with programs such as word, excel, etc. 
Point-of-sale proficiency.
Interpersonal skills.
Problem-solving.
 


Computer Skills:

Microsoft Office (Excel, Word, PowerPoint, outlook & Internet).

Languages:

Arabic: Mother Tongue.
English: very good.

Personal Information:

Date of Birth: 21 Jan 1998.
Nationality: Egyptian.



 References are furnished upon request.
