
Barkat Samatar
819 - 319-3156 |Bsama020@gmail.com
Qualification
· Youthful and yet very mature; willing to learn and grow; Passionate about achieving a challenging position that allows meaningful contribution to a business’ success.
· Persistent and driven.
· Superb leadership, interpersonal, planning and communication abilities. Great people and sales skills.
· Working knowledge of data entry systems, scheduling software, and standard office equipment.
· Possess excellent verbal and written skills, personable, and friendly.
· Reliability security clearance Granted - August 2018
Languages
·  English (Fluent) , French (Fluent), Somali (Fluent) 
Education
University of Ottawa, Ottawa, ON                
· Bachelor of Social Sciences                                                             2011 to Present
· Major Economics                   
· Minor in Business Management
Work Experience
Scotiabank                                                               
Collection Officer                                                                            July 2017 to May 2018                     
· Arranged Payment options, and directed customers to payment sources.
· Advised customers of necessary actions and strategies for debt repayment.
· Determined reasons for overdue payments, reviewed terms.
· Located customers using credit bureau information, background checks, loan documents, and other databases.

TD Bank
Call Centre Representative                                                          July 2016 to March 2017                                                                                               
· Aided cardholders with account questions, billing transactions, financial plans and promotions.
· Assisted customers with credit line increases/decrease inquiries, disputes and account education.
· Effectively collaborated with clientele in resolving credit card disputes.
· Keyed payments directly into customer’s accounts, adhering to customer and company specifications.

Fido
Sales Associate                                                                                June 2014 to July 2016                                                                                                        
· Advised customers about the new models and assisted them in determining which cell phone was suitable for their needs.
· Trained customers on the set-up, operation, and maintenance of mobile phones and tablets
· Maintained records of monthly sales and ensured monthly targets are reached.
· Organized proper display of the cell phones in order to increase sales volume.
· Trained new sales representatives.



Shred – it (intern)
Receptionist /Office Clerk                                               September 2012 to August 2013                                                                                                       
· Managed the receptionist area, including greeting visitors and taking telephone calls.
· Managed all paperwork generated by sales staff.
·  Composed correspondences, memos, forms.
· Scheduling appointments and maintaining appointment calendar.
· Opened, sorted and distributed incoming mail, answer correspondence and prepare outgoing mail.

[bookmark: _GoBack]Grand and Toy (intern)
Office Clerk                                                                           May 2011 to November 2011                                                                                                                                                                        
· Maintained files and records so they remain updated and easily accessible.
· Sorted and distributed incoming mail and prepare outgoing mail (envelopes, packages, etc.).
· Performed office duties such as answering phones, directing calls, emailing, filing, and faxing documents.
· Monitored office supplies and ordered more when there was a shortage.
· Performed other office duties as assigned.

Volunteer Experience
Alexander community centre, Ottawa, ON
Receptionist                                                                      September 2008 to August 2010
· Greeted and welcomed guests; answered and directed inquiries to designated area.
· Maintained logbook, including sign-in/out logs, front desk expenditures, and calls received.
· Developed and utilized effective filing and retrieval systems, and maintain office supplies by placing orders.
· Managed front office reception area by cleaning and organizing desk and visitor lobby. 
· Performed other office duties as assigned.
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