SAID AKEZOUH

Avenue de Mutsaard 76

1020 Bruxelles

Tel: 02 830 48 44  /  0471 738 461

Email: saidakezouh@hotmail.com
CAREER HISTORY
17/06/2015 – Facilities coordinator , Aramark, De Kleetlaant 5b-5c 1830 Diegem

01/2014 - 06/2015       Mailroom Specialist, Elavon , De Kleetlaant 5b-5c 1830 Diegem

· Opening, scanning and batching incoming invoices

· Logging, processing and despatch of mail and correspondence

· RIV browser
· Help and support to the operation team
· Link between the operation team and processing team in India
· First point of contact for all queries from the processing team 

· Organisation of the daily work and team of 6
· Production of weekly and monthly reports
· Management back-up

02/2011 – 03/2013    Administrative Assistant, EFE Formation, 4 rue de la science, 1000 Belgique

· Project assistant:  follow up on training’s organisation, contact, set up and coordination of trainers and consultants, database update, calendar management and documentation. Organisation of special events, workshops and seminars
· Finance assistant: Raise and check of all invoices, supporting documents and deliverables, record all payments and chase up outstanding invoices. Organise and maintain the account’s department files and archives

· Customer service support and administration support as requested

01/2005 - 11/2010       Mailroom /Admin Clerk, Islington Council, 60 Old street, London EC1V 9HX

· Internal and external communication via phone and internet – reception of visitors

· Logging, processing and despatch of mail and correspondence

· Booking of parcel collection and order follow up

· Scanning, filing, researching and analysing information

· Update and manage database, day end reports

· Responsible for the office stationary / orders to suppliers / repairs 

· Equipment maintenance and responsible for all repairs follow up
05/2003 - 12/2004:     Receptionist, Hotel Boréal, 9 rue Paul Déroulède 06000 Nice

· Hotel ‘s reservation and reception 
· Welcome guests and make sure their needs are met
· Customer service dealing with a wide variety of people and issues

· Check-in, check-out, bill payments

· Organisation of breakfast 

11/1999 - 03/2003:    Logistics Supervisor, Compass Group, Kings Cross Station, London

· Placing and chasing orders, contact with suppliers

· Checking deliveries stock control and monthly spot checks – inventory
· Organising deliveries, responsible for planning and controlling team work

· Customer service: first point for enquiries and complaints

· Administration work and data base input
EDUCATION and PROFESSIONAL TRAINING

Professional Training:

2009: 
NVQ Business Administration, Level 2

2009:
NVQ in Communication, Level 2

2009:
Apprenticeship in Customer Service

2008:
NVQ in Customer Service, Level 2


2005:
Basic Manual Handling Certificate

2003:
Food, Health and Safety, Level 1

Education:

1989 – 1991    Military duties

1988 – 1989     Ecole OKBA : Diploma in topography

1986 – 1988     Ecole Travaux Public: Diploma in industrial drawing

1983 – 1986     Lycee Hamia: Baccalauréat (A level equivalent).

1979 – 1983     College St Marie: BREVET (GCSE equivalent).

SKILLS:

Communication:  Excellent verbal and written skills. Working as part of a team, in contact with service providers, clients and consultant along with reception duties, dealing with email enquiries and complaints has allowed me to enhance my communication skills. I am also fluent in French, English and Arabic
Organisation: I have experience in organising my work load and other, prioritising tasks and working to tight deadlines. Attention to details and able to multitask
IT Skills:  I have knowledge of, and am competent in the use of Microsoft Office, including Word, Excel and Outlook, I am a confident internet user and have used the web to research many topic areas and as part of my work.
PERSONAL DETAILS
Date of birth: 25/11/1968

National number:  681125 567-91

Family status: married, 1 child

Interest: I enjoy travelling and sport, especially football. I was part of the football work team in England and involve in the junior football training at Blackstar here in Brussels
References available on requests

