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E X P E R I E N C E

* EDUMED – EDUCATION & TRAINING, Dubai
         May 2005 – Present

Position: Event Coordinator/Office Manager (Permanent)
EduMed – Education & Training is a provider of Continuous Medical Education (CME) programs and activities via distance learning technologies and means, co-sponsored by various pharmaceutical organizations through un-restricted educational grants.

Responsibilities:

· Principal liaison between clients, partners, academic institutions, IT partners, health authorities with regards to all facets of the logistical operations support of multiple program/events.

· Participates in the planning and coordination for meetings, conferences, and/or events, with respect to speakers, site facilities, technology, logistical requirements, on-site management and other related issues.

· Identifying necessary resources and vendors to source and produce event materials, giveaways, invitations and any other required materials.

· Compiling participant information/data based on registrations & evaluation forms; conducting analysis on scores, and developing a feedback report & analysis for clients, partners, and internal purposes.

· Moderating during every event between the constituents involved, i.e. the speaker/s and the audience; to include Q&A, interactive discussion, and any other necessary communication between constituents.

· On-site coordinator and primary moderator during the event/activity within the UAE or abroad. 

· Management of office administrative activities.

* GLAXOSMITHKLINE, Dubai
  


April 2004 – April 2005

Position: Marketing Administrator to Group Manager  & Product Managers (Long-Term Temp)
GlaxoSmithKline is a leading research-based pharmaceutical company and is a leading manufacturer of products in the four major therapeutic areas of anti-infectives, CNS, respiratory and gastrointestinal/metabolic medication. 

Responsibilities:
· Planning and coordination for speaker tours, conferences, product launches, seminars and other activities/events with regards to determining venues, facilities, technology, banquet arrangements, on-site management and other logistics.

· Primary point of direct administrative contact and liaison with other offices, the markets, and external institutions and agencies on a range of specified issues related to the Marketing department.

· Assistance in the routine production various marketing materials, to include product brochures, invitations, newsletters, posters and promotional items for meetings and conferences.

· Assistance in the planning and coordination of GSK’s annual POA meet and serve as moderator during the course of the meeting.

· Compiling the required information/documents to secure medical approval for publication of promotional materials.
· Maintaining an organized register of pending and/or completed conferences/events as well as projected and/or actual costs of the same.
· Training new employees within the marketing department in the procedures and processes of conference/event management and data entry.
* HONEYWELL – AIRPORT SYSTEMS, Dubai
December 2003 – February 2004

Position: Assistant to Project Manager (Temp)

In 2003, Dubai International Airport awarded a 4-year contract to Honeywell Airport Systems GmbH which includes the replacement of the complete control and monitoring system (CMS) with more than 10,000 addressable switch devices for single lamp control and related constant current regulators as well as the inset lights.

Responsibilities:

· Application of airport gate passes and driving permits to the DCA within the airfield.

· Preparing daily reports based on the previous day’s progress for submission to partners, clients and consultants.

· Assistance in mapping the placement of Honeywell systems for the project through internal software.

· Maintain time sheets for on-site workers.

· Compiling the necessary documents for visa applications. 

* AL AHRAR HOTEL & CATERING SUPPLIES, Dubai
        May 2003 – Aug 2003 

Position: Sales Coordinator / Assistant to Director (Temp)

Al Ahrar Hotel & Catering Supplies holds one of the UAE’s largest stocks in crockery, cutlery, glassware, linen and other hotel and catering supplies with products from Spain, Italy & Germany. Clients include Jumeriah International, Le Meridien, Radisson SAS, etc.

Responsibilities:

· Assisting sales executives in coordinating sales calls and consignment pickup and/or delivery.

· Assistance in preparations for international and local hotel or related trade shows/conferences/exhibitions. 

· Company representative during local hotel or related trade shows/exhibitions.

· Developing marketing materials such as banners, brochures, posters, sign boards, pop-up stands, etc.

· Serve as liaison with clients, vendors and other constituencies. 

· Assistance in developing the company’s complete product catalogue. 

* TANAGRA, Dubai
 
   Jun – Aug 2001, Jun 2002 – Mar 2003, Sept – Oct 2003 

    (Chalhoub Group)

Position: Salesperson

    – Bur Juman, Deira City Center, WAFI Mall & Al Ghurair Center(Temp)
Tanagra, previously Allied, is the sole distributor for premium brands such as Baccarat, Swarovski, Lladró, S.T.Dupont, Daum, Wedgwood, and so on. Tanagra belongs to the Chalhoub Group. 

Responsibilities:

· Attending to customers & promoting store brands.
· Handled the cash/credit register.
· Assistance in yearly stock-take for Tanagra or other Chalhoub outlets.
· Training temporary staff.
· Product display.
E D U C A T I O N 

* SOUTHERN NEW HAMPSHIRE UNIVERSITY 

(Center for American Education, Dubai)

Graduated 2004

Bachelor of Science with Majors in Business Administration

* Varkey International Private School – Dubai
Class 1999

Completed SSLC & HSE

C O M P U T E R  S K I L L S
* Proficient in MS Word, Excel, PowerPoint & Access

* Experienced in using the Internet

P E R S O N A L  D E T A I L S

* DATE OF BIRTH

9th June 1982

* PLACE OF BIRTH

Dubai, UAE

* VISA STATUS

Father’s sponsorship

* DRIVING LICENSE
Valid UAE Driving License 







