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EXECUTIVE SUMMARY
· I am a highly motivated and a hardworking employee.
· During each of my positions, I’ve demonstrated the ability to work independently, demonstrated excellent organizational skills with high work ethics.
· I am accustomed to working under time constraints, am a quick learner and have excellent interpersonal relations.
· As a result-driven person, I’m accustomed to learning on the fly, distilling new knowledge into an operation strategy, and executing it.

EDUCATION

· 2020 - 2022 – Bar Ilan University - Social Science and Human Resources Management, BA (Cum Lauda)
· 2018 – 2020 – Dental Assistant Studies

PROFESSIONAL EXPERIENCE

	Services Representative	 2020 – Present
Bar Ilan University	



As Bar Ilan’ representative I am responsible for providing quality service to new and existing students.

· Working with multiple University interfaces in order to provide accurate information
· Working under intensive pressure to quickly resolve queries while keeping high standards of service quality.
	Dental Assistant	2019 – 2020
Private Clinic at Petah Tikva	



My responsibilities in the clinic included:

· Assisting the doctor while performing surgeries.
· Receiving, soothing and releasing patients before and after the surgery
· Office management and day to day operation, including: 
· Filing 
· Supplies ordering
· Coordinating with 3rd party dental technicians and service providers
	[bookmark: OLE_LINK8][bookmark: OLE_LINK9][bookmark: title][bookmark: _Hlk124930317]Customer Retention & Service Representative	2019 – 2020
Bezeq International, Petah Tikva	


I was a customer facing interface and my responsibilities included:

· Providing personal and professional response to customers
· Working with multiple and different internal interfaces to solve customers’ issues.
· Marketing company solutions and products to the customer satisfaction.
· Meeting the company's goals
	[bookmark: _Hlk124930483]Control and Tracking NCO	2016 – 2018
IDF, Human Resources Department	


My service required a high level of responsibility and ability to work under extreme workload and time-restrictions.

· Coordinating and interfacing with all IDF units on different levels.

Technical Skills & Tools
· [bookmark: _Hlk124939381]ERP & CRM
· MS-Office: 
· Proficient with MS-Office tools: Word, Excel, PowerPoint


LANGUAGES
· Hebrew – Native | English – Fluent | Russian – Native
