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1. Microsoft Office Proficiency: 

• Demonstrated advanced skills 

in Microsoft Office suite, 

including Word, Excel, and 

PowerPoint. 

• Utilized these tools for 

document creation, data 

analysis, and professional 

presentations. 

2. Print and Scan Management: 

• Managed printing and 

scanning operations, ensuring 

efficient document handling 

and distribution. 

• Implemented organized 

systems for printing, scanning, 

and archiving essential 

materials. 

3. Email Communication: 

• Effectively utilized email 

platforms for seamless 

communication within the 

office. 

• Demonstrated proficiency in 

drafting, sending, and 

managing emails, ensuring 

clear and timely 

correspondence. 

4. Archiving and Record-keeping: 

• Implemented robust archiving 

systems for maintaining 

organized and easily 

retrievable records. 

• Ensured compliance with 

record-keeping standards and 

facilitated quick access to 

historical data. 

5. Communication Skills: 

• Employed strong 

communication skills to 

facilitate smooth information 

flow within the office. 

• Collaborated with colleagues 

and superiors to ensure 

effective internal and external 

communication. 
6.  
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• Account Auditing: 

• Verify the accuracy of financial transactions and 

ensure compliance with accounting standards 

and financial regulations. 

• Organize and conduct periodic audits of 

accounting records. 

• Provide necessary reports to management. 

• Financial Transfers Management: 

• Monitor the progress of financial transactions 

with precision and efficiency. 

• Organize and execute transfer operations, 

ensuring compliance with company policies and 

financial regulations. 

• Keep track of exchange rate updates and 

financial information. 

• Customer Communication: 

• Address customer inquiries and provide 

information about financial transfer services. 

• Resolve issues that may arise during transfer 

operations. 

• Establish effective and friendly communication 

with customers to ensure satisfaction and build 

trust-based relationships. 

• Continuous Updating: 

• Stay informed about developments in the 

currency exchange market and financial 

information. 

• Ensure compliance with current policies and 

financial regulations. 

• Collaboration with Colleagues: 

• Work within a team to ensure the smooth flow 

of financial transfer operations. 

• Communicate effectively and collaborate to 

overcome challenges during high-demand 

periods. 

• Service Enhancement: 

• Strive to provide exceptional customer service. 

• Offer clear information about financial transfers 

and guide customers in making informed 

decisions. 
 

 



 

Certificates 

 
 CISCO -  routing protocols and concepts/  B a g h d a d  -  Al-Mansour University College 

h t tps : / / ra fa l -po r t f o l i o .ne t l i f y .app / img/po r t f o l i o /CCNA%20RAFAL . j pg  

 

h t t ps : / / ra fa l -po r t f o l i o .ne t l i f y .app / img/po r t f o l i o /ROUTING. j pg  

 

 

 

C ISCO -  network foundation/  B a g h d a d  -  Al-Mansour University College 

https://rafal-portfolio.netlify.app/img/portfolio/NETWORK%20FUNDATIONE.jpg 

 

 

Opt ima l  Academy  -  communication skills and accounts receivable management 
T u r k e y  -  Al Hayat Scientific Office 
h t t p s : / / r a f a l - p o r t f o l i o . n e t l i f y . a p p / I M G / p o r t f o l i o / O P T I M A L % 2 0 A C A D E M Y . j p g  

 

 

 

Opt ima l  Academy  –  Intelligence in customer service and effective 

communication between departments and employees 
L e b a n o n -  Al Hayat Scientific Office 

h t t p s : / / r a f a l - p o r t f o l i o . n e t l i f y . a p p / I M G / p o r t f o l i o / O P T I M A L L A B A N O N . j p g  

 

 

 

 

I r aq  Space  Cen te r -  customer care and audit skills 
B a g h d a d -  Al Hayat Scientific Office 

h t t p s : / / r a f a l - p o r t f o l i o . n e t l i f y . a p p / I M G / p o r t f o l i o / A U D I T . j p g  

 

 

For more details, I would be delighted if you 

could visit my portfolio.  

 You'll f ind additional information there.  

 

rafal-portfolio.netlify.app/ 

https://rafal-portfolio.netlify.app/img/portfolio/CCNA%20RAFAL.jpg
https://rafal-portfolio.netlify.app/img/portfolio/ROUTING.jpg
https://rafal-portfolio.netlify.app/img/portfolio/NETWORK%20FUNDATIONE.jpg
https://rafal-portfolio.netlify.app/IMG/portfolio/OPTIMAL%20ACADEMY.jpg
https://rafal-portfolio.netlify.app/IMG/portfolio/OPTIMALLABANON.jpg
https://rafal-portfolio.netlify.app/IMG/portfolio/AUDIT.jpg
https://rafal-portfolio.netlify.app/







