NAIFA AL HAJJ
Customer relations , Administrative & Operations Professional
CONTACT
Phone: +971 56 8686687 | +971 50 8686772
Email: naifa.alhajj@hotmail.com
Professional Summary
Customer relations, Administrative & Customer Operations Professional with 9+ years of experience in insurance, banking, real estate, events, and government sectors. Skilled in administration, reporting, customer service, retention, and operational workflow improvement.
Recent Work Experience (Dec 2022 – Present)
• Freelance VAT Consultant – VAT registration, filing support, compliance assistance.
• Events Coordinator – UGAM Events – Logistics and event coordination.
• University Events Support – Academic and student event planning.
• Customer Service – DCAA Happiness Center – Visitor assistance, applications, and UAE Happiness standards.
MetLife Insurance Company – Dubai, UAE
Administration POS (May 2015– Dec 2022)
• Processed life insurance policies including payments, updates, and document verification.
• Prepared daily, weekly, and monthly operational reports.
• Managed death claim processing.
• Delivered training and contributed to process improvements.
Retention & Conservation (May 2015 – Jul 2018)
• Conducted retention and premium reminder campaigns.
• Validated new business and coordinated with underwriters and sales teams.
• Created Excel-based performance and operational reports.
• Handled escalations, trained new staff, and supported team operations.
Emirates NBD – Tanfeeth – Dubai, UAE
Call Center / VRM Agent (Feb 2014 – Jan 2015)
• Provided customer service support.
• Managed credit card sales and met monthly targets.
• Handled high-profile client needs.
Flash Real Estate LLC – Dubai, UAE
Customer Service / Call Center Agent / Secretary (Jun 2013 – Jan 2014)
• Handled property and billing inquiries.
• Coordinated internal communication.
• Supported property transfer and sales processes.
Sales Support (Jun 2013 – Jan 2014)
• Issued SPAs and reservation forms.
• Supported sales procedures.
Receptionist (Jun 2013 – Jan 2014)
• Managed switchboard operations.
• Assisted walk-in customers.
Education
Bachelor’s Degree in Business Management & Administration – Atlantic International University, Florida, USA (2012 – 2015)
Key Skills
Administration, Customer Service, Policy Management, Data Analysis, Reporting, Retention, Sales, Project Coordination, Training, Problem Solving, Communication (Arabic & English)
