Amanuel Alemayehu
1102 Eastbourne Pl
Silver Spring, MD 20904
Phone:  (404) 751- 7025
Email:amanuelalem@gmail.com
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HIGHLIGHTS
· Communication						
· Ability to Work under Pressure
· Multitasking and Prioritizing
· Ability to adapt to changes quickly
· Analytical and Decision making skills
· Time Management
· Self-motivation
· Leadership
· Bilingual (English and Amharic)
· Strong client relationship
· MS Office Suite 
· Initiative and problem-solving abilities

PROFESSIONAL EXPERIENCE
United Trucking Group								 Silver Spring, MD  
Account Representative							             July 2019 – Present       
· Worked with spreadsheets, purchased ledgers and journals 
· Researched and responded to client queries as required
· Assisted in rectifying logistics problems
· Bought and supplied work materials
· Calculated and checked to make sure payments, amounts and records are correct
· Reviewed policy checklist and update the accounts accordingly
· Coordinated with clients to determine budgetary specifications

Comet Trading House                                                                      		    Addis Ababa, Ethiopia
Client Representative 								      Feb 2015 – June 2018
· Offered clients products that meet their needs on a daily basis
· Provided assistance in reporting development to senior account management
· Maintained and updated diary lists and finance agreements
· Assisted in providing in-house client consultation as needed
· Sorted out incoming and outgoing daily post and answering any queries
· Maintained positive and long-term client relationships for business growth

12 Hotels & Residence                                                                                                Atlanta, GA		 Guest Services                                                                                                        May 2012 – Nov 2014
· Welcomed and checked in guests to their hotel rooms
· Coordinated sale and planning for wedding parties and events
· Confirmed reservation in system and reviewed all noted information
· Promoted positive guest relations to all individuals approaching the Front Desk
· Liaised with vendors to resolve issues with Internet, phone and in-room movies
· Kept records of customer interactions by recording details of inquiries, complaints, or comments, as well as actions taken
· Monitored and maintained cleanliness sanitation and organization of assigned work areas
· Implemented high-impact sales and marketing initiatives resulting in increased occupancy and profitability
· Met with Supervisor to review daily assignments and priorities
· Answered department telephone within specified amount of rings determined by property guidelines using correct greeting and telephone etiquette
· Obtained and examined all relevant information to assess validity of complaints and to determine possible causes

Aspera Healthcare Services                                                                                        Roswell, GA 
Customer Care Representative                                                                               July 2011- Mar 2012
· Answered inbound calls from customers, quickly assessed customers’ need and proactively provided solutions
· Kept customers informed on the status of their account, reconciled errors in a cost effective manner, resolved issues and ensured that customer needs were fulfilled
· Obtained patient information such as demographics and medical histories and ensure that they are properly recorded
· Verified insurance plans and coverage by creating and maintaining liaison with insurance company personnel
· Reviewed patients’ medical information such as prescriptions for verification and updating purposes
· Assisted patients in understanding how their insurance plans work and provide necessary feedback regarding coverage and copays

EDUCATION
Georgia State University, Robinson College of Business                                         Atlanta, GA
Bachelor of Business Administration, Finance                                                                       December 2014	
GPA 3.13
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