
SAYEDA MOHAMMED KHALIL MOHAMMED 

Hassan Osman st. El-Haram 
Giza, Egypt

Telephone: (202) 37409097

Mobile: (20) 0162855608

E-mail: sayeda_mohammed@hotmail.com

	objective

	
	Seeking a job that meets my qualifications and experience.

	education

	
	2002-2006 Cairo University, Cairo, Egypt.

· Faculty of Art, Spanish Department.

· Grade: Very Good 


	skills

	
	Computer Skills:

· Excellent Knowledge of Windows.

· Very Good Knowledge of Word, Excel, Access PowerPoint, outlook, MS project, and ACT.

· Good Knowledge of Internet and web design.
Language Skills:

· Native language Arabic

· excellent command of both written and spoken Spanish
· Good command of both written and spoken English

	Experience

	
	· Mar 2013- Till Now Specialist Libraries at Graduate Facuty of Education
· Researching topics of interest for their constituencies.

· Referring patrons to other community organizations and government offices.

· Suggesting appropriate books ("readers' advisory") for researchers of different reading levels, and recommending books for recreational reading.

· Reviewing books and journal databases

· Facilitating and promoting reading clubs.

· Developing programs for library users of all ages and backgrounds.

· Managing access to electronic information resources.

· Building collections to respond to changing community needs or demands

· Creating pathfinders
· Writing grants to gain funding for expanded program or collections

· Digitizing collections for online access
· Answering incoming reference questions via telephone, postal mail, email, fax, and chat

· Making and enforcing computer appointments on the public access Internet computers.

· Jan 2009-Jan 2010 Personnel Coordinator at Xceed (Contact Call Center).

I responsible for :-
- Finding the solution for nonqualified employee.
 - Handling their question and their problems. 

- Providing them with the needed information. 
-Handling the new employees and the resigned employees.     

- Registering his data at the employee sheet.
-Filling and saving his papers en special files.

-Handling the medical and social insurance.

-submting Form 1for the new  hire employees and the form 6 for the resigned employees.

· Jan 2008-Jan 2009 technical support Spanish department of Xbox of Microsoft at Xceed (Contact Call Center).
I responsible for :- 
- Answering the customer’s calls.

- Determining the customer’s technical problems of Xbox.
- Handling his objections. 


- Finding the solution for nonqualified customers.

- Providing him with the needed information.        

- Registering his data, requests and objections.
· Nov 2007- Jan 2008 customer services agent at Egyptian Call Center Operator (ECCO).

I responsible for :- 

- Answering the customer’s calls.

- Determining the customer’s problem.

- Handling his objections. 


- Finding the solution for nonqualified customers.

- Providing him with the needed information.        

- Registering his data, requests and objections.
Jun  2007–  Aug 2007   

Basic Business Skills Acquisition (BBSA) Cairo, Egypt Sponsored by the Future Generation Foundation (FGF)
Training

· Developed Language and Computer skills

· Enhanced Presentation & project development skills

· Acquired basic business skills including: marketing, sales, banking, accounting, business correspondence and report writing.
Jul 2007 Communication Skills class by Dale Carnegie  Cairo ,Egypt
(The Dale Carnegie seminar in effective communications and human relations)
Training
· Build greater self-confidence.
· Strengthen people skills.

· Enhance communication skills.
· Develop greater flexibility.

· Develop leadership skills.
Aug 2007 – Sep 2007

Graduate Resource Program(GRP) Customer Services(Dale Carnegie Training DCT) 
World class customer service by Dale Carnegie                      Cairo, Egypt
 Training
· Developed and define customer service skills that enhance your professional relationship with customers. 

· Resolve customer conflicts that recognize and deal with a variety of customer behaviors.
· Build decision – making skills that resolve conflict. 

· Develop negotiation skills.

· Reduce work-related stress while satisfying internal customer.
Writing for results by Dale Carnegie                      Cairo, Egypt
· Keep your reader's attention by writing with impact

· Create e-mails that get read and generate action

· Say more with less

· Create documents that demand attention and accountability 

· Use writing to sell ideas ,products, and services

 How to Negotiate a successful, profitable close by Dale Carnegie                      Cairo, Egypt
As the completion of this seminar , participants will be able to:
· Establish personal credibility and increase individual comfort level during negotiations

· Increase communication skills, including listening skills to discover the true needs of negotiation situation

· Resolve conflict that arises during negotiation in a manner that maintain the relationship between concerned parties

· Plan and use powerful negotiation tactics to achieve win-win outcome for everyone

Complaints  course by Dale Carnegie                      Cairo, Egypt
CRM System (ACT Program) by Westwood For Training and HR Development

	
	(Sep 2007-Nov 2007)ICDL Certificate (International Computer Driving License) Issued by UNESCO Cairo office with Cooperation of MCIT (ministry of communications and Information technology)  


	
	September 2006- June 2007
Teacher of Spanish language, El-Orman School


	Interests

	
	Drawing, reading, surfing in the internet, listens to quiet music and cooking.


	Personal Information

	
	Date of Birth:       24/10/1985
Marital Status:     Married
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