Cover Letter

Name:  Omar Saeed Ragab Suleiman
Address: 9 Street, Elmokatam, Egypt

Phone: 00201003712693
Email: omar.said41@yahoo.com 
Dear Mr /Ms.

I am an enthusiastic, hard worker, ambitious and highly self-motivated individual, able to communicate at all corporate levels. I have always taken pride in my problem solving, excellent researching, investigation and analytical skills. Possesses a quantifiable background in drafting legal agreements for business contract and acquisitions; outstanding interpersonal skills and exceptional relationship building and communication skills. Exhibits a proven ability to give timely and accurate legal advice, guidance, and support to team members whilst leading by example, improving business best practices and organising time efficiently. 
SUMMARY OF QUALIFICATIONS
· Excellent proactive approach with problem-solving skills.
· Ability to find the main reason of problems and advice appropriately.
· I am able to work on own initiative or as a part of a team. 
· Time management 
· Assertiveness. 
· Leading the way.
· Creative and highly self – motivated with an ability to handle work pressure and to meet tight deadline. 

· Presentable. 

· Strong leader with ability to build, motivate and retain successful team. 

· Excellent communication and interpersonal skills. 

· Constantly endure physical challenges. Work with and help to attain goals. 

· I am able to work on own initiative or as a part of a team. 

I would be pleased to come in for an interview. 

Thank you for your consideration.
Sincerely, 

Omar Saeed
Omar Saeed Ragab

Career Objective:
I am a reliable character with high sense of responsibility and ability to work under stress, looking forward to use my qualification efficiently and get new challenge.
Professional Experience:
Specialist non-commercial Purchases at Ragab sons.

Nasr City Cairo, Egypt
Job Description:               

· Develop, lead and execute purchasing strategies
· Track and report key functional metrics to reduce expenses and improve effectiveness

· Craft negotiation strategies and close deals with optimal terms

· Partner with stakeholders to ensure clear requirements documentation

· Forecast price and market trends to identify changes of balance in buyer-supplier power

· Perform cost and scenario analysis, and benchmarking

· Assess, manage and mitigate risks

· Seek and partner with reliable vendors and suppliers

· Determine quantity and timing of deliveries

· Monitor and forecast upcoming levels of demand

 January 2013 – November 2016

Call Centre & Customer service agent in Ragab Sons for trading
Nasr City,Cairo, Egypt

Job Description:   

· Attracts potential customers by answering product and service questions; suggesting information about other products and services.
· Opens customer accounts by recording account information.

· Maintains customer records by updating account information.

Resolves product or service problems by clarifying the customer's complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction
Operator at G W Marriot.  
Egypt

Job Description:   
· Answers and routes incoming calls on a complex digital telephone system.

· Performs database retrieval for directory information.

· Provides information obtained from a variety of sources to field questions from the public regarding departments, phone numbers, operational hours, etc. Dispenses general information in person regarding the college when incoming call load allows.

· Assists callers in identifying needs and then routing calls appropriately.

· Places long distance calls for authorized college staff as necessary.

· Updates and maintains personal copy of staff directory and other resources to ensure accurate dispensing of information.

· Answers routine questions about telephone and voice mailbox operation on an occasional basis.

· Reports PBX console/computer problems to supervisor.

· Works closely with PCC Public Safety Department as needed by contacting them during emergency or non-emergency situations.

· Answers questions and provides some training for new operators, on-call substitutes or student help.

· Updates the staff directory and provides changes to Supervisor. Proofs updates for accuracy.

· Keeps computer skills current by attending training on new equipment and learning new or modified procedures.

· Positions in this classification may perform all or some of the responsibilities above and all positions perform other related duties as assigned.
·  Or adjustment; following up to ensure resolution.

Operator at Sheraton Sharm El-sheikh

Sharm El-sheikh, Egypt.
Job Description:               

· Answers and routes incoming calls on a complex digital telephone system.

· Performs database retrieval for directory information.

· Provides information obtained from a variety of sources to field questions from the public regarding departments, phone numbers, operational hours, etc. Dispenses general information in person regarding the college when incoming call load allows.

· Assists callers in identifying needs and then routing calls appropriately.

· Places long distance calls for authorized college staff as necessary.

· Updates and maintains personal copy of staff directory and other resources to ensure accurate dispensing of information.

· Answers routine questions about telephone and voice mailbox operation on an occasional basis.

· Reports PBX console/computer problems to supervisor.

· Works closely with PCC Public Safety Department as needed by contacting them during emergency or non-emergency situations.

· Answers questions and provides some training for new operators, on-call substitutes or student help.

· Updates the staff directory and provides changes to Supervisor. Proofs updates for accuracy.

· Keeps computer skills current by attending training on new equipment and learning new or modified procedures.

· Positions in this classification may perform all or some of the responsibilities above and all positions perform other related duties as assigned.
January 2013 – November 2016

Telesales at Akhenaton tourism Company 

Cairo, Egypt

Job Description:   

· Contact potential or existing customers to inform them about a product or service using scripts

· Answer questions about products or the company

· Ask questions to understand customer requirements and close sales

· Direct prospects to the field sales team when needed

· Enter and update customer information in the database

· Take and process orders in an accurate manner

· Handle grievances to preserve the company’s reputation

· Go the “extra mile” to meet sales quota and facilitate future sales

· Keep records of calls and sales and note useful information

Education:

· Bachelor degree of Law, Cairo University, 2010.

Training Courses:
· Comprehensive Computer Course (MS windows, Office & Internet).

· Training Course in Customer service.
Languages known:

· Arabic language (Mother tongue)

· English language
Personal Data:
· Date of Birth: 1988
· Place of Birth: Egypt. 

· Marital Status: Married 

· Nationality: Egyptian

