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Rabih Arafat Abdallah









Sour,









Lebanon
Dear (Manager / Officer),
My name is Rabih Abdulla, and I am extremely pleased to apply my C.V to your respected organization.  Should I be given the chance for an interview.

That being said, I believe that I am well qualified for this important position.  I have a Diploma in Computer Science and am well adapted to using MS Office packages that are so critical in today’s office environment, including Word, Excel, PowerPoint, Access and Outlook.  Further, I am quite aware of the hospital system, as a result of frequent interactions with many different people and handling many communication-related requests in my current position as Senior Switchboard employee (11 years). Additionally, I am extremely fluent in both English and Arabic and possess excellent typing skills; In addition, I received a very important award (Employee Excellency Feb, 2006) and I was entrusted to relief my supervisors positions many times in meetings, lectures, emergency situations debriefs and annual leave events. Finally, I believe that my interpersonal skills rank as excellent; my attitude is always positive; my attention-to-detail is high; and my commitment to responsibility evident.

Should you by any chance perceive my appropriateness for a position, I would very much like the opportunity for an interview with your esteemed presence.

Thanking you for your time,

Rabih Arafat Abdallah

	Rabih Arafat Abdallah
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Address: 
Maarakeh (Sour), Lebanon
Email Address: rabeih@hotmail.com
Mobile Phone Number: +961-76-082987
Fax Number: N/A


Career Objective

I'm requesting for this job to enhance my skills and advance in my career while achieving increased monetary rewards and provide the chance to seek higher education.

Having the ability to communicate with the people around me professionally, through my good experience as a young energetic employee enabled me to be a successful team player fulfilling his duties and achieving the job targets motivated me to search for a more challenging and rewarding department.


Personal Information

	Birth Date:
	4 October 1979

	Gender:
	Male

	Nationality:
	Lebanon.

	Visa Status:
	National

	Residence Location:
	Maarakeh (Sour), Lebanon 

	Marital Status:
	Married

	Number of Dependants:
	3

	Driving License:
	United Arab Emirates / Lebanon




Professional Experience

	March 2005 – December 2015:
	Senior Call Center Representative / Lecturer / Manager Assistant
Sheikh Khalifa medical City 
Karama Street, United Arab Emirates
Company Industry: Medica / Hospital 
Job Role/Department: Administration -Attending phone calls.
-knowledge of customer service principles and practices
-Proficient in relevant computer applications
-Research required information using available resources
-Follow up customer calls where necessary
-Attending emergency calls and follow the action card instructions for each case.
-Update the intranet website contacts and addresses.
-Create and modify the on-call schedule for the doctors and nurses in the medical city.
-We used to book appointments for OSC and FMC through the Call center application for 8 Months.
-Lecturing new employees about our department role in the hospital and answer their questions.
-Represent the department on behalf of the manager in debrief meetings, traveling and lectures or courses as an instructor.
-I got an Excellency award on April 2006 for being team player, easy to work with, fast learner, efficient and cheerful person along with other awards. 

	 
	


	August 2002 - June 2004:
	Accounting Assistant / Cashier ( 2 years)
Le Meridien 
Tourist Club Area, United Arab Emirates 
Company Industry: Tourism / Hotel.  
Job Role/Department: They did not give me work experience certificate. 

	 
	


	May 2000 - May 2002:
	Sales Executive 
Advanced Systems International 
United Arab Emirates 
Company Industry: Security Systems. 
Job Role/Department: Sales Executive Agent.

-Welcome customers with utmost courtesy.
-Assist, explain, and convince the customer with the chosen item to buy.
-Explain the quality of products chosen by the customer awareness.
-Coordinate with the sales manager instructions for sales strategy and better sales and performance. 
-Making presentations of products to retailers.




Education

	June 2005:
	Ajman University / Khwarizmi College, United Arab Emirates
Certification / diploma, Computer Science 


Still want to continue. 


	August 2004:

June, 4th. 2009

May, 25th. 2009

December, 27th. 2009
	New Horizon Institute, United Arab Emirates
Certification, A+ / MCP / MCSA / MCSE. 


Sheikh Khalifa Medical City, United Arab Emirates

Certification, Discourse Analysis (Communication Course)

Sheikh Khalifa Medical City, United Arab Emirates

Certification, Customer Service & Telephone Techniques.

Horizons HRD instititure, Bahrain
Certification, Effective Customer Service and telephone Skills for Healthcare Industry.

	June, 5th. 2010
	Horizons HRD instititure, Bahrain

Certification, Advanced Customer Service Skills for Healthcare Industry.

	December, 17th. 2014
	Spearhead Training institiure, United Arab Emirates
Certification, Telephone Skills and Customer Care




Target Job

	Target Job Location:
	Lebanon 

	Target Industry:
	I.T Help Desk Agent or administrative jobs / Customer Service / Administrative Assistant / Call Center or Telephone services Agent.

	Employment Type:
	Employee

	Employment Status:
	Full time

	Minimum Monthly Salary:
	Up for discussion.




Skills

	Skill
	Skill Level
	Years of Experience
	Last Used

	Computer maintenance and programming
	Expert
	More than 10 years
	1 month or less

	Office (word-excel-power point)
	Expert
	More than 10 years
	1 month or less

	Computer networks
	Intermediate
	More than 10 years
	1 month or less

	English typing
	Intermediate
	More than 10 years
	1 month or less

	Lecturing (Courses & Seminars)
Driving (Light Vhicles & Motor-Bikes)
	Expert
Expert
	More than 5 years 
More than 10 years
	1 month or less
1 month or less

	Photography
	Expert
	More than 5 years
	1 month or less

	Motion Pictures (Videography)
	Intermediate
	More than 3 years
	1 month or less

	Photoshop
	Intermediate
	More than 5 years
	1 month or less

	Adobe Premiere (Video Post-Production)
	Intermediate
	More than 3 years
	1 month or less

	Sony Vegas (Video Post-Production)     
	Intermediate
	More than 3 years
	1 month or less




Languages

	Language
	Skill Level
	Years of Experience
	Last Used

	Arabic
	Native
	--------
	-----------

	English


	Expert

	More than 15 years


	Everyday.
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