Amina Azoor Bakhsh Mohammed Al Balushi
Muscat, Sultanate of Oman

GSM: 0096899141517
E-mail: sweeety_111@live.com
Objective: 
To obtain a good position as Business Administration that will start my knowledge and experience in job area.
Education:
· 2009-2011 Diploma International of Tourism Management, it is a 2 years diploma program in Hospitality and Tourism Management (ITM Diploma) conducted according regulation applicable to the ITM –International of tourism and Management, Austria at Oman Tourism College.
· 2008-2009 Foundation Course Certificate- Oman Tourism College

· 2007-2008 High School Leaving Certificate- Mabela Al Janubiya Secondary School 
Course Work:

· Business  Administration
· Accounting
· Economics
· Marketing
· Controlling
· Law
· Tourism  Management
· Travel and Tourism
· Hotel  Event  Management
· Technical Information
· French
· Study  Skills
· Nutrition
Experience:
· June to September 2011: Friendi  Mobile
Department of Customer services (call center)
 Help the customer to open the new account for sim card, answer the calls, explain about the internet, the peak hours and price card Friendi mobile…etc.
·  October 2011 to February 2012: Oman Air

Department of Customer Service

Learn programs of customer service and visit the work sites. 
· March to July 2012: East Compass Trading Company
Department of Administrative (Assistant)
Arrange the files, appointments, Teamed Tables for meeting and answer the calls.
· July 2012 until now: Occidental of Oman
Department of Customer services (Reception)
Solving customers problems and please them in every way, response phone line, take messages and transfer calls also include photocopying, emailing, faxing typing, receive the document and forms, greet visitors, polite and professional behavior at all time and regardless of the visitors behavior. 
Activities:

· 2010- Inauguration for the book fair. 
· 2010- Participated in the census. 
Awards/ Achievements:
· 2010- Completed Career Awareness Program.
Computer Skills:

Microsoft office:

· Word

· Excel

· PowerPoint
· Outlook
· Photoshop
      Internet and e-mail

Languages:
· Arabic

 Speaking, reading and writing
· English  
 Speaking, reading and writing
· French    
 Elementary

· Hindi                Competent speaker

· Balushi        
 Native speak
Personal characteristics:
· Good communicator

· Positive outlook on life

· Attention to details

Interest and Activities:

· Learning a new vocabulary.

· Reading real stories.

· Travelling.
· Communicate with people and help them.
References: 
 Mr. Ahmed Al-Tobi                                                                                                                      The student’s affairs in Oman Tourism College
Office, Tel: 24512304
I hereby declare that all details given above are true to my knowledge. If given a chance, I assure you that I will work hard and do my best level to bring out positive results which will be satisfactory to the company. 
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