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Curriculum Vitae
Date Birth:
                                21/09/1985 (Abu Dhabi).

Sex:
                                             Female.
Nationality:                                Jordanian
Marital Status:

          Single.

Visa:
                                            Resident Visa.
Driving License:
                        Valid (U.A.E, Abu Dhabi).
Education:

· BS.c Degree Biology/Biotechnology as Minor Specialty, Al Najah University, Nablus/Palestine. (2008). 

· High School (Science Section), Al Wehda High School (Public School), U.A.E/ Abu Dhabi. (2003).

Relevant Experience:
· Botany.

· Zoology.

· Microbiology.
· Ecology.

· Histology.

· Micro technique.

· Tissue Culture & Biotechnology.

History Work:
· Admin Assistant & HR Assistant.

Al Manaa Metal Construction, (01/10/2008-Until Now).

1 - To respond to calls and turn them to the appropriate section.
2 - Scheduling and director interviews. 
3 - Receiving visitors and scheduling appointments and interviews.
4 - Organization of meetings and preparation of agendas at the direction of the Director. 
5 - Ability to deal with people at all level.
6 - To receive faxes and receive correspondence and answer after consultation with the Director.
7 - Follow-up to the company's personnel files (Passports, Residence, Labor cards, Vacations, Vehicles Reg. Cars &company's licenses). 
8 - Customer Service.
· Administration Secretary &Receptionist. 

Al Darmaky Group, (01/06/2002-30/08/2003).
1 - To respond to calls and turn them to the appropriate section. 
2 - Receive faxes and respond to. 
3 - Receiving visitors and scheduling appointments and interviews. 
4 - Follow-up to the passports, residence& Labour cards of employees and properties. 
5- Writing letters to government departments.
Training Courses:
· Biologist Technician, Salfeet Government Hospital, Palestine (01/03/2006-31/05/2006).

· Lab Technician, Salfeet Medical Laboratory, Palestine (01/05/2008-15/07/2008).
Computer Skills:
· ICDL Training Course, Korean Palestinian Institute, Palestine (20/11/2007-18/02/2008).

· Computer Course, Al Qabas Insitute, Abu Dhabi (10/06/2000-10/07/2000).

Languages: 

	
	Reading
	Writing
	Speaking

	Arabic 
	Excellent
	Excellent
	Excellent

	English
	Excellent
	Excellent
	Very Good


