Mohamed Talab

Email: mtarektalab@gmail.com Tel: 0974-33884929 Nationality: Egyptian.
D.0.B: 27-3-1990.  Resident permit: Permanent residence.  Marital status: Married.

CAREER OBJECTIVE

A motivated professional with broad experience in Administration, Accounting,
Marketing, and Business, seeking a dynamic role to contribute and grow.
EXPERIENCE

Marketing and Sales Supervisor, Code Eight Real Estate - Qatar.  Dec 2021- current.

Administrative, Forsan Al khaleeg - Group - Qatar Mar 2013 - Dec 2021.
QUALIFICATION
Bachelor of Business Administration (Management) Dec 2024.

Lusail University - Qatar.
Diploma of Administration and Services Jul 2008.
Ismailia School for Hotel Management and Tourism Services — Egypt.
INTERNSHIP:
Ministry of Education — Qatar. Dec 2023 — Jan 2024.

o Administrative Coordinator - Housing Management Department.

o Administrative Officer - Human Resources Management Department.
VOLUNTEER EXPERIENCE

Spectator Services Volunteer, AFC Asian Cup - Qatar. Dec 2023 — Feb 2024.

P-Security Volunteer, Intercontinental Club Championship, Qatar Oct 2024 — Dec 2024.
CERTIFICATION

e Professional Coach in Leadership-National American Institute May 2021.
e Project Manager- International Organization for Project Management Mar 2021.
e E-Marketing Certificate — Open University, IAB Europe, Google Co. Dec2020.
SKILLS
¢ Client Relations, Communication, Presentation, Time Management
e Contract Management, Negotiation & Attention to Detail
e Marketing, Reporting, Data Analysis & Strategic Thinking
e Team Leadership, Collaboration, Pressure Handling, Problem Solving
e Finance, Billing, Customer Service & MS Office Skills
LANGUAGES:
Arabic: Native.

English: Intermediate.
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MOHAMED TALAB

Cover Letter

Email: mtarektalab@gmail.com Tel: 0974-33884929

Dear Hiring Manager,

| am pleased to submit my application to join your esteemed organization. At the outset, |
would like to highlight that I hold a Permanent Residency in the State of Qatar, which
exempts me from the requirement of a local sponsor. This provides a significant
advantage in terms of flexibility and readiness, allowing me to transition and begin work
immediately upon contract confirmation, without the delays typically associated with
sponsorship or visa processing.

| bring with me over ten years of professional experience in administration, real estate
leasing, and interdepartmental coordination. Throughout my career, | have developed
strong capabilities in contract management, liaising with legal and financial departments,
and supervising day-to-day operations with efficiency and professionalism.

Currently, I serve as a Marketing and Sales Supervisor at a real estate company, where |
oversee the full leasing process—from reviewing client documents to finalizing contracts
and ensuring timely follow-up. Previously, | worked as an Administrative Officer and
Real Estate Consultant at a service group, where | handled permits, trade licenses, and
direct coordination with government entities.

In addition to my professional experience, | take pride in having recently completed my
bachelor’s degree in business administration after a long academic break. This
achievement demonstrates my commitment to lifelong learning, personal development,
and continuous improvement in both academic and professional spheres.

| am a well-organized and detail-oriented individual, capable of handling pressure, and
known for strong communication skills and a proactive approach to delivering excellent
service and achieving goals within a team environment.

Thank you for your time and consideration. | look forward to the opportunity to meet
with you and discuss how I can contribute to your organization's success.

Sincerely,
Mohamed Talab
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Lusail University
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Date: 07/01/2025

Graduation Statement

This to certify that :

Student ID: 202100024 QID: 29081803481  Nationality: Egypt

Obtained the

From College of Commerce and Bus Major Management
With a GPA of ( 3.26/4.00)

Graduation Term Fall 2024 b Academic Year 2024-2025

Language of Instruction  Arabic

This statement has been issued to the student upon his request.

d-"/Director of Admission and Registration

s i e W




STATE OF QATAR S=lod AT
Permanent Residence r SRR Y - W e

> 1D, No: 20081803481  : ~ad2l 450
— g &y 53
Aadlad
Aiad

i el Gl 23a (35l daaa cael

ST mmﬂ‘u N AL | UTN M Y YR UINLER JER o

Name: MOHAMED TAREK SALAHELDIN ELSAYED
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