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PERSONAL DATA

	
Nationality
	Egyptian

	Date & Place of Birth
	July 18, 1977

	Gender
	Female

	Civil Status
	Single

	Driving Permits
	UAE, Egypt

	UAE Residency
	Work Permit Residency


PROFESSIONAL SKILLS
· Proven ability to influence, lead indirect teams and drive change at all levels   

of the organization
· Strong bias for action
· Strong project management and analytical / problem solving skills
· Excellent process skills, including ability to understand process flows, 
· Interactions & dependencies
· Demonstrated ability to simplify & improve processes
· Ability to work independently within a remote, global team
      Global mindset and cross-cultural awareness
· Excellent management & communication skills. Ability to communicate with senior management with ease.

· Experience in working with Shared Service Centre environment.        

· Leadership & Mentoring team

· Help motivate others in the P2P team to achieve targets and performance standards

· Provide advice to colleagues in the team

· Support HR in recruitment

WORK EXPERIENCE

February 2011      Amadeus Gulf – Etihad Air way

Till Now                Abu Dhabi, UAE 


        Accountant & Admin Assistant 
· Perform monthly and quarterly suppliers reconciliations 
· Prepared Receipt Voucher, Payment Voucher.
· All the payments are prepared and done in accordance with company policies

· Working in premium system and updated on timely basis

· Liase with the sales managers and travel agencies for handing over of vouchers as per the system

· Ensure cost within functional responsibilities (Finance and Admin ) are kept within approved budget 

· Handling of Customer accounting, reconciliations

· Invoice verification

· Correctly processing invoices as per organization standard and compliance. 
· Working in oracle system 
December 2009-
Sigma Engineering/Cameron Middle East 

 Abu Dhabi, UAE

Jan 2011

 Administration for the regional office 
Our company is a leading provider of flow equipment products, systems and services to worldwide oil, gas and process industries. Leveraging its global manufacturing, engineering and sales and service network, Cameron works with drilling contractors, oil & gas producers, pipeline operators, refiners and other process owners. Cameron having 18,000 + employees globally, 300 + locations around the world and $ 5 + billion in annual revenues.   

· Maintains records of vacations, absenteeism, etc. Prepares and controls the change transmittals and controlled manual distribution list for the standard operating procedure manuals, etc. 
· Maintains monthly reports for distribution to management (activity report, organizational charts, headcount report, contracts, personnel listing by departments, etc). 
· Maintains employment applications and resumes, employee personnel files, training and qualification records and documents.

Participated in corporate hospitality event at ADIPIC 2010

	    February 2008– 

    February 2009
	
	QA/QC Internal Auditor/Accountant
Beirut Engineering Consulting

Abu Dhabi, UAE

	· Preparing and maintaining statutory books of accounts viz, Journal ledger, cash book and subsidiaries   compliance with time & accuracy norms.

· Invoice verification

· Correctly processing invoices as per organisation standard and compliance. 

· Manage inventory processes

· G/L account reconciliations – monthly / quarterly

· Reconcile balance sheet accounts.

· Handling of Customer accounting, reconciliations

· Account receivable, Account payable, Invoices & LPO
· General ledger accounting, Fixed asset accounting
· Account reports

· Provided audit committee and management with a professional evaluation on the internal controls in the charity.
· Developed areas of improvement, wrote reports, followed up on recommendations to ensure suggestions are implemented.

· Conducted investigations on suspected improprieties in a confidential and a professional manner.

· Completed audit reports for distribution to management and ensured proper follow up for outstanding issues.
· Conducted internal quality audit on departments in order to check the effectiveness of the quality system and to verify its compliance with ISO quality standards and procedures.
· Trained personnel on specific ISO standards, policies and procedures.
· Organized files’ drawings & correspondences.
· Created organizational charts & flow charts.
· Prepared Receipt Voucher, Payment Voucher & Payroll for the staff.
· Accounts payable store/sales inventory 
· Data entry and have knowledge of FOCUS RT 


	 January 2006–

December 2007
	
	QA/ QC Internal Auditor

Dutco Balfour Beatty LLC

Jebel Ali, Dubai, UAE

	· Provided administrative support to departments.

· Provided the audit committee and management with a professional evaluation on the internal controls in the charity.

· Assisted in the preparation of group internal audit reports.


· Reviewed internal controls over specialized processing cycles.

· Evaluated systems to determine their efficiency and effectiveness.

· Served as a liaison with key business areas to ensure changes in business process are updated in the database.

· Identified audit issues and developed recommendations for areas of improvement.

· Wrote reports and followed up to ensure suggestions are implemented.

· Conducted investigations on suspected improprieties in a confidential and a professional manner.

· Completed audit reports for distribution to management and ensured proper follow up of the outstanding 

· Conducted internal quality audits of departments in order to check the effectiveness of the quality system and to verify its compliance with ISO quality standards and procedures

· Trained personnel on specific ISO standards, policies and procedures.
· Organized files and drawings. 

· Created organizational charts and flow charts for various processes.
· Created a good filing system.


	      January 2004–

December 2005
	
	Admin Assistant /Customer service /Document Controller
Hill International

Abu Dhabi, UAE

	· Recorded tenants’ complaints and ensured the follow up with the contractor concerning these complaints.

· Provided secretarial support and assistance to the General Manager.

· Suggested the upgrading/modifying of the company's database system or any computer-related application for better efficiency.

· Maintained a complete and systematic database for filing of the incoming/ outgoing correspondences for easy access and reference.

· Prepared various correspondences, timesheets, and reports on a daily / weekly / monthly basis.

· Arranged payments for ENODATA’s bill of service water/ electricity/ telephone, security & maintenance services. 

· Organized files.


	            January 2001–

            December 2002
	
	Admin Assistant /Document Controller

 DMJM International

       Abu Dhabi, UAE

	· Compiled final handing over of the complete package of project documents during inspection of the maintenance period as per ISO 9002 requirements to the client (Private Department).

· Designed working Procedures Manual for ADWEA (Abu Dhabi Water & Electricity Authority) Project.

· Attended telephone calls and relayed messages.
· Sent documents by couriers, followed up the correspondences and reports.

· Maintained complete and systematic database and filing of incoming/ outgoing correspondences for easy access and reference.

· Worked in Job evaluation system using oracle program for all staff of ADWEA and other 
      Companies working with it.
· Managed the office administration of the General Manager.
· Organized the calendar of the General Manager.
· Prioritized General Manager's in-coming email and coordinated external and internal meetings.

· Ensured the availability of office supplies.

· Prepared timesheet of project staff.

· Prepared bi-weekly report of the documents received, distributed and registered in/out documents sent to or by the client.
· Monitored the process and status of each document, prioritized and ensured the immediate handling

· Reported the Project Manager/Production Head on changes & adjustments

· Attended/screened telephone calls to the General Manager.

· Typed documents, correspondences and reports.

· Prepared travel arrangements including airline ticket, hotel booking and car rental for the General Manager and his guests.

· Arranged applicant interviews & meetings.
2000 to 2001       Job Evaluation in Oracle and Data Entry 
                       Abu Dhabi Water & Electricity Authority
1998 to 2000       Social Worker    

                         Cornerstones Pre-School Abu Dhabi     


EDUCATION

	- May 1998
	Bachelor of Commerce “Finance& Administration” 
Alexandria University, Alexandria, Egypt

	- June 2008
	Certificate in Modern Accounting

 Alexandria, Egypt

	- May 1997
	Diploma in Social Science

Higher Institute for Social Science, Alexandria University, Egypt

	Oct.2010
	IRCA QMS

Lead Auditor certificate for ISO 9001/2000
Time Management

Presentation Skills  


Objectives

· To be part of an organization where my depth of skill set is recognized and utilized in constructive manner to add value to the company and to my career development. 

· To associate a challenging career in the field of Finance and Accounts where I can utilize my academically acquired Managerial & Professional skills and learn new techniques to achieve greater heights in Management Field, thereby becoming an asset to the organization.

References furnished upon request
