Nayra Adel Farid

57, El Thawra St. , Ard El Golf, Heliopolis ,Cairo - Egypt

Phone # (202) 4193179-2757802
 Mob. 012 4483334 - 012 3199806

E_mail : nayra72eg@yahoo.com
CAREER OBJECTIVE

Seeking a challenging position in a multinational establishment where my communication and interpersonal skills could be an asset and may be developed.

EDUCATION

1994
 
Faculty of Engineering ( Communication Department )


Ain Shams University, Cairo


 
Graduation Date :  May 1994


 
Grade

    :  Good

1989    
Thanawiya Amma Certificate – Sacré-Coeur french Sisters’ School

WORK EXPERIENCE

June 1996 - November 2002
         Digital telecom
     
                     Communication engineer


- Technical translation 

- Handling correspondence

- Handling & managing personnel requirements

- Creating my own filing system

- Preparing reports for the chairman

- Assist in organizing promotional events & functions

- Organizing appointments.

- All administrative responsibilities

- Customer service support

- Remote maintenance from office

- After sales service

- Preparing of PABX offers for tenders

- Sales & marketing of PABX

- Bidding for telephone networks tenders, collection of local and imported specifications and prices, study and estimation of prices and drafting of offers.

May 1995 till May 1996
 pyramids computer center



            Hardware engineer

      JOB DESCRIPTION 
 -   Customer service support

- Assembling of personal computers and down loading of software.

- Responding to face-to-face and telephone enquiries from the clients, as being the first point of contact for customer help, suggestions & complaints.

- Building & maintaining customer relations through :

· Recognizing customers as individuals.

· Responding immediately to their needs.

· Providing timely & accurate info.

· Resolving problems and making them feel positive.

SPECIAL SKILLS

Computer Skills
- Frequent user of WIN 98 and MS office 2000:  Word, Excel.

- Good knowledge of Internet capabilities..

- Composing, sending, & receiving E-mails

- Accessing, surfing, & searching the Net

- Dealing with computer peripherals ( printers, scanner, FAX-modems,.., etc)

Language Skills

Arabic  :  Mother Tongue

English :  Fluent

French  :  Fluent

PERSONAL DATA

DATE OF BIRTH

:  19/4/1972


PLACE OF BIRTH 

:  Cairo, Egypt


NATIONALITY

:  Egyptian

MARITAL STATUS

:  Married + two  children

REFERENCES FURNISHED UPON REQUEST

I HOPE THAT MY C.V WOULD GAIN YOUR ACCEPTANCE

Nayra Adel Saddik Farid                                     
57,  El Thawra st., 
Ard El Golf, Cairo, Egypt

Tel : 4193179 - 2757802 

 Fax : 3902381

Mobile : 012 - 4483334


     012 - 3199806

                                                                                   Date: November 23 , 2002  

Dear Sirs,
I have the pleasure to apply for a position matching my experience and education in the following fields :
- Customer service support …

- Administrative assistant

- Sales assistant

- Technical support

Kindly find attached my detailed resume.
Awaiting for a favorable reply, I remain at your disposal for any further details.

Sincerely Yours,
Nayra Adel Saddik

JOB DESCRIPTION








