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CRRICULUM  VITAE
PERSONAL  DATA :
Nationality 

:
Egyptian
Date of Birth 

:
25 March 1966

Marital Status 

:
marriage 

EDUCATIONAL:

• quality of the external auditor accredited by IRCA
• Master of Business Administration (Strategic Management)
• Bachelor of Education quality (Computer Section)
• Higher Diploma in Administrative and secretarial
• English language: Medium.
• Computer skills: highly skilled in dealing with computer software
الاستماع
قراءة صوتية للكلمات

 
القاموس - عرض القاموس المفصل
TRAINING COURSES:

 Computer driving license 
 Analysis and design of information system, institute of studies and statically research, Cairo University, Egypt, 1994.

 Advanced Quattro, Pro Information Technology Institute, Board of Ministers, Egypt, 1994.

 Sakhr word processor, Information Technology Institute, Board of Ministers, Egypt, 1994.

 Windows, Information Technology Institute, Board of Ministers, Egypt, 1995.

 Excel, Information Technology Institute, Board of Ministers, Egypt, 1995.

 Access, Information Technology Institute, Board of Ministers, Egypt, 1995.

 FoxPro, Information Technology Institute, Board of Ministers, Egypt, 1995.

 Internet, Information High Way, Information Technology Institute, Board of Ministers, Egypt, 1996.

 Visual basic program, international center for training and development Abu Dhabi   1999 

Current work:


Advisor quality, auditing and training center for outstanding performance and students administrative La_i_arat from 01.05.2007 and so far the work entrusted to:
1 - the preparation of bodies for ISO certificates through the consultancy, the Centre
2 - Preparation of actors for the awards of which (the Dubai Award for Excellence in Government - Sheikh Khalifa Award for the performance of institutional)
3 - enumerate the training plan according to the training needs of all parties
4 - Preparation and Najaf in the preparation of training packages
5 - supervising the implementation of the training plan and training bags
6 - scientific supervision in the preparation of training materials
7 - supervise the selection of trainers
8 - do management consulting through the center of which we mention ((Ampaldvaa civil administration - Dubai)) ((to prepare the training plan - training requirements - Preparation of job description cards))
9 - overseeing the marketing plan of the Centre
 الاستماع
 قراءة صوتية للكلمات

  
 القاموس - عرض القاموس المفصل
Previous JOB:

-Set up and worked as director of the British training center for training
- Set up and worked as director of training, the International Centre for Management Development and Studies
- Compose and supervise the implementation of the needs and the training plan of the Secretariat of the Federal National Council - the United Arab Emirates                 From 22/04/2006 - to 21/04/2007
I worked the international Center for Training and Development Coach computer and office management and secretarial services and accounting, and from 04.01.1999  to 01.12.2002

I worked as a secretary in Bin Sweed Contracting Company from 6/7/1997 to 4/1/1998

Secretary in Organization & Administration for Dakahlia Governorate, Egypt from November 1992 to May 1993.

Data administrator, Computer Department Information And Decision Support Center, Dakahlia Governorate, Egypt from May 1993 to March 1997.

EXPERIENCE:

 the implementation of electronic archiving program in cooperation for the care of people with special needs (deaf and dumb) 11/2010
• implementation of the program management office and electronic archiving of the General Directorate of Abu Dhabi Police 11/2010
• implementation of the outstanding performance at work ((the National Media Council)
• the implementation of several training programs in office management and electronic archiving of the Ministry of Education (Dubai - Fujairah - Sharjah - Ras Al Khaimah))
• the implementation of many of the courses in the administration of modern office - and electronic archiving - and reports the General Command of Abu Dhabi Police
• Implementation of the Programme of etiquette and protocol - Municipality of Dibba Al Hosn ((national program))
• secretarial and administrative office of modern e Mohammed bin Rashid Housing - Dubai
• Presentation Skills and diction RTA
• Communication skills humanitarian RTA
• Customer Relations Management Department of Tourism - Dubai
• office management skills and electronic archiving and reports General Directorate of Abu Dhabi Police
• Communication skills humanitarian RTA
• skilled human contact RTA
• Administrative reports RTA
• Administrative reports RTA
• Administrative reports RTA
• technical reports RTA
• Dealing with the Public Roads and Transport Authority
• Electronic Archiving General Directorate of Abu Dhabi Police
• Executive Secretariat General Directorate of Abu Dhabi Police
• management skills for new managers and the Ministry of Presidential Affairs
• Program management reports of the Special Chamber of • skills development program for new staff for the General Command of Abu Dhabi Police
• Program of Excellence in Customer Service (General Command of the Armed Forces, Abu Dhabi
• Personnel management program using computer Armed Forces
• Program of secretarial and office management of modern Abu Dhabi Police
• reporting cycle Ghantoot Centre Abu Dhabi
• session of the Executive Secretariat Ghantoot Centre Abu Dhabi
• public relations program of the Executive Council of Abu Dhabi.
• Implementation of the Programme of correspondence and reports (Department of Naturalization and Residence Abu Dhabi (Abu Dhabi Police.
• Program to deal with the public (ports security) General Directorate of Abu Dhabi Police.
• Program Executive Secretariat (School of Women's Police) General Directorate of Abu Dhabi Police.
• Implementation of the Programme of Excellence in Customer Service - Sharjah Municipality
• cycle time management (DCD)
• Excellence Program, the moral and behavioral work (Department of Dubai Civil Defence)
• ICDL program of the University of Sharjah - continuing education and community service.
• Implementation of the Programme Management of digital libraries (Ministry of Social Affairs - Dubai)
• Implementation of the Programme of Public Relations and Protocol and protocol) 

• Implementation of the Programme Executive Secretariat (Department of Tourism - Dubai)
• implementation of the program to prepare action plans (visions of the marketing firm - Dubai)
• the implementation of electronic administration (Ministry of Defence - Oman)
• implementation of the program secretarial electronic (Department of Customs and Ports - Dubai)
• Implementation of the Programme communications and interpersonal skills with the public (Police Academy - Dubai)
• Implementation of the Programme Executive Secretariat (Municipality of Abu Dhabi)
• Implementation of the Programme of phone calls to the receptionists and customer service
• (Department of Tourism / Dubai).
• implementation of the program management offices for the managers of the senior management offices (Ministry of Health of Bahrain - the Federal National Council - Department of Planning and Economy - Abu Dhabi)
• implementation of the program and ran the Executive Secretariat offices (police academy / Dubai)
• implementation of the program management office (Ministry of Defence - Oman)
• implementation of the program in writing management reports - Dubai Municipality
• implementation of the program management offices for the managers of the senior management offices (Ministry of Interior, Abu Dhabi) - (Chamber of Commerce and Industry, Muscat) - (Ministry of Justice - Qatar)
• implementation of the Strategic Planning Department of Defense - Dubai
• implementation of the electronic archiving Civil Defense Department - Dubai
• Implementation of electronic office management software - Abu Dhabi Police
• Implementation of electronic office management programs - the Department of Tourism - Dubai
• Implementation of electronic office management software (University of Sharjah - Center for Continuing Education)
• implementation of the programs the Executive Secretariat (Human Resources Sharjah)
• Training for ICDL Course University of Sharjah - Continuing Education for the period from 12/18/2004 to 08/06/2005.
• computer to coach - training session ICDL - ICDL Tester No988 -17/11/2003- 1/11/2004 two computers at the Institute - Sharjah.
• time management training program of the Federal Court website - Umm Al Quwain Police - Civil Defense Sharjah
• Implementation of a computer program for the Department of Economic Development - Sharjah
• Coach Computer - Business Administration - Accounting ((International Center for Training and Development)). 01/23/1999 to 08/01/2002
• Teach programs MS - Office 2000 - MS - Office97
• Teaching Internet - Visual Basic
• the work programs for the registration of students at the center.
- The work programs of the Department of Organization and Management - Abu Dhabi to register students for the scholarship candidates.
- Worked as a database of its scholars and courses for management training and development
 (Communications of Abu Dhabi)
- The implementation of the diploma program management, contracts and procurement (the Special Chamber of HH the late Sheikh Zayed Bin Sultan
- Implementation of the program how to deal with presidents (SABIC - Jubail - Saudi Arabia
- Implementation of the program secretarial electronic (SABIC - Jubail - Saudi Arabia
- Implementation of the Programme Secretariat (National Bank of Abu Dhabi - Abu Dhabi)
- Implementation of a computer program (National Bank of Abu Dhabi - Abu Dhabi)
- Work of the microcosm of the stores and procurement of the global center for training and development special diploma program management, contracts and procurement.
- Statistics and graphs using Excel
- Database design and supervision of data entry Bmkz Department of Computer Information and Decision Support - Presidency of the Council of Ministers - Egypt, Arab Republic of 05/02/1993 to 03/09/1997.
- Teaching databases Fox Pro2 - Access - Fox Base - Database
- Dos - Windows 3.11-3.1-
- Business monthly bulletins
- Researcher Department of Administration and Management - the Centre for Management and Administration
- Arab Republic of Egypt 11/01/1992 to 05/02/1993الاستماع
 قراءة صوتية للكلمات

  
 القاموس - عرض القاموس المفصل
      Secretarial and administrative activities.

 Typing and word processing using word, Write and Sakhr.
 Usage of spreadsheet, Ms Excel and Advanced Quattro Pro.

 Data analysis and data base file designs using Ms Access.

 Usage of Internet programs, Netscape and E- mail.

 Programming by visual basic.  

scientific subjects that I can do c [training
Administrative programs

[image: image1.wmf]• Quality Checker approved internal and external
• the preparation of quality systems
• Strategic management
• Strategic Planning
• Human Resources
• Electronic Secretariat
• Management of e-office
• Time Management-mail
• how to deal with presidents
• Mail
• reports and notes
• Accounting for Non-Accountants
• Management meetings
• Effective communication
• Email archiving
• Leadership Management
• skills to answer the phone
• The art of dealing with others
• Total Quality Management
• simplification of procedures
• Administrative reports
• conservation plans and splurge
• conservation and Indexing
• Plan for business office
• Leadership Management
• Dealing with the public
• Time Management
• Time Management-mail
• management strategy
• Administration offices without papers
• preparation of work plans
• competence skills training
• E-governance
• Library Management
• Excellence in Customer Service
• skills to deal with the pressures of work
• work ethic
•Computer Basics

 Dos   - Windows 

 Ms Word - Ms Excel 

 Ms Access - FoxPro 

 Internet – Visual basic program

 PowerPoint – outlook 

 Executive secretary

Programmer:

Local student for the Organization & Administration Department – U.A.E

 Using visual basic 6.   

Program for Etesalat U.A.E using Access 

Program for Ictd using Access 
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