CURRICULUM VITAE                                                                        

Mai Abdel-Wahab El-Meniawy

	· Gender
	:
	Female

	· D.O.B
	:
	Apr. 21, 1985

	· Nationality
	:
	Egyptian

	· Mobile
	:
	+971501529852

	· E-mail
	:
	Mai.abdelwahab@hotmail.de 


...career Objective...

	I'm looking forward to have a job in a well established or a multinational organization that provides a good chance in the field that I really love to learn more about and  let  my interpersonal skills can be applied and utilized, I'm hard worker, self motivated and possess leadership skills.





...Experiences…
	· From 2006  Aug. to 2007 Dec.
Crystal Mind Co.
(Office Manager)

	:
	Answered and quickly redirected up to 50 calls daily.

· Planned and coordinated logistics and materials for board meetings, committee meetings and staff events.

· Ordered and distributed office supplies while adhering to a fixed office budget.

· Coordinated domestic and international travel arrangements, including booking airfare, hotel and transportation.

· Managed office supplies, vendors, organization and upkeep.

· Directed guests and routed deliveries and courier services.

· Screened applicant resumes and coordinated both phone and in-person interviews.

· Answered and managed incoming and outgoing calls while recording accurate messages.

· Greeted numerous visitors, including VIPs, vendors and interview candidates.

· Drafted biweekly time sheets for executives and employees.

· Assisted with event planning, including associated travel and logistical arrangements.

· Completed data entry, tracked resumes and maintained the applicant tracking system.

· Compiled company information and related material and distributed it to candidates.

· Obtained signatures for financial documents and internal and external invoices.

· Coordinated, scheduled and arranged meeting and travel calendars, including business and social events.

· Served as corporate liaison between the finance, IT and marketing departments.

	· From 2007 Dec. to 2009 Oct.
Raya Contact Center
Technical Support Agent

HTC Europe 
German Account
	:
	· Handle customer inquiries from beginning of the inquiry to it’s closing

· Resolve customer complaints & problems aiming for customer satisfaction

· Optimize customer contact opportunities. 

· Translate scripts.

	· From 2009 Oct. to 2012 Jul. 

Vodafone International Services

International Account Advisor  Vodafone Germany Account

(CallYa)
	:
	· Worked with nationally acclaimed trainer and public speaker in booking programs. Work entailed heavy cold-canvassing, working with speakers bureaus, and following up on referrals.

· Instrumental in igniting revenues from $58K in 1990 to $686K in 1995.

· Received Red Ribbon Award from National Speakers Bureau for outstanding work.

· Act as a frontline interface with customers of Vodafone companies worldwide. 

· Receive and record all calls from MNCs’ Service Desks and deal directly with simple requests and complaints.

· Maintain ownership and control of all incidents making sure that none are ''lost'' and co-ordinate resolution.

· Monitor and escalate all incidents according to agreed service levels and ITIL standards.

· Responsible for end-to-end diagnostics and resolution-ensuring that full details are learnt from customer in advance of engagement with OpCos / Partners /Affiliates.

· Contact Customers will progress reports and act as an intermediary between Customers, and the various sections within Vodafone to resolve operational problems and maintain set standards of service.

· Escalate resolution of incident where there is a breach of SLA.

· Provide accurate and timely information by investigating fully all customer inquiries, by using available equipment and application, to ensure that incident is resolved efficiently.

· Troubleshoot incidents in advance of an escalation to an Operating Company.

· Close all incidents following Incident Management best practices. 

· Produce management reports. 

	· From 2008 Jan. to present
Freelance translator
	:
	· Dealing with translation agencies all over the world.

· Translating from German into English or Arabic and vice versa.

· Fast and efficient translation services.
· Delivery before deadline.
· Always satisfied customers.


...Education…
	· University
	:
	Ain Shams University.

	· Faculty
	:
	Faculty of Alsun.   

	· Department
	:
	German Department, 2nd language English.

	· Graduation Year
	:
	May 2006

	· My Grade
	:
	 Very Good - Accumulated Result.



... Graduation Research    ...

	· Research Title          
:

 „Pronomen“ im Deutschen
· Grammar Supervisor  
:

- Dr / Hoda Wasfy
· Grade 
:

- Very good



...Language Skills...

	Language
	Understand
	Write
	Speak

	Arabic

Germany

English
	Excellent

Excellent
Excellent
	Excellent

Excellent
Excellent 
	Excellent

Excellent
Very good


...Language Courses…

	Goethe-Institut – Kairo (Level: C1)     
Ägyptisch-Deutsches Kulturzentrum (ÄDK)


...Computer Skills
	· Information technology

	:

	· MS Office (Word, Excel, PowerPoint, Access, Outlook, InfoPath & Publisher)

· Windows Operating Systems


	


...Interpersonal Skills…

	· Positive, Helpful and Hard worker.

· High levels of energy and motivation.
· Very specific and accurate at my work.
· Ability to work individual or with team. 

· Good communications skills.

· Interactive and fast enough to learn new technology.

· Good Research Abilities in new topics. 
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