Lamees 
E-mail: Lamees.149487@2freemail.com 
D.O.B:1/4/1989

Visa: Husband Visa  
	WORK EXPERIENECE 


Arabic teacher volunteer West Virginia University AUG 2015 – DEC 2015 (U.S.A)

· Keep the students interested in learning by creating interactive lesson plans to peak interest

· Teach between 25 and 30 students in any given class

· Prepare homework assignments for students to study and help learn the lessons

· Assess and grade homework and class work to help them prepare and excel within the curriculum

· Worked with colleagues on developing a comprehensive Arabic curriculum encompassing all areas of language; reading, written and oral for the different Middle and Secondary school levels.

· Prepared lesson plans by following the curriculum guidelines and accommodating teaching methods.
PA & Direct Secretary of H.H Sheikh Khalid Al-Qassimi Group Abu Dhabi MAY 2014 – Jan 2015 (U.A.E)  
· Devising and maintaining office systems, including data management and filing.

· Arranging travel, visas and accommodation and, occasionally, travelling with the manager to take notes or dictation at meetings or to provide general assistance during presentations.

· Screening phone calls, enquiries and requests, and handling them when appropriate.

· Meeting and greeting visitors at all levels of seniority.

· Organizing and maintaining diaries and making appointments.

· Dealing with incoming email, faxes and post, often corresponding on behalf of the manager.

· Carrying out background research and presenting findings.

· Producing documents, briefing papers, reports and presentations.

· Organizing and attending meetings and ensuring the manager is well prepared for meetings.

· Liaising with clients, suppliers and other staff.

· Deputizing for the manager, making decisions and delegating work to others in the manager's absence.

· Being involved in decision-making processes.

Secretary for Al Swaidi Group Abu Dhabi April 2012 – September 2012 (U.A.E)  
· Responsible for all company secretarial functions, duties and responsibilities.

· Organizing, preparing agendas.

· Maintaining statutory books i.e. registers of members, directors and secretaries.

· Dealing with correspondence. Developing & implementing admin policies & procedures to improve efficiency.

· Creating invoices, filing receipts and dealing with all financial documentation.

· Answering and dealing with incoming and outgoing telephone calls.

· Making travel and accommodation arrangements for Company Directors and senior managers.

· Filing, archiving, photocopying, scanning and faxing documents.

· Screening calls and taking messages.
Coordinator Women against Violence association (Voluntary): DEC 2009 – JAN 2012 (Jordan)
· Organizer & Coordinator arranging for conferences internally and internationally with another associations, municipalities and ministries. 

· Follow up Violence cases with Victims and necessary sections.   

· Secretary do full secretary work by taking full notes and arrange for meetings and checking emails and fax’s and  answering phone’s .

Duties:
Meeting and greeting clients and visitors to the office. Typing documents and distributing memos..Handling incoming / outgoing calls, correspondence and filing. Faxing, printing, photocopying, filing and scanning. Organizing business travels (conferences). Creating and modifying documents using Microsoft Office. Setting up and coordinating meetings and conferences. Involvement in social media implementation. Updating, processing and filing of all documents
Public Relationship Officer Lafarge Jordan Cement Company JUN 2011-Sept 2011 (Jordan) 
Responsible for providing an efficient and professional administrative, to facilitate the efficient operation of the office.
· Providing secretarial services,

· Ensuring office procedures and systems operate efficiently.

· Handling requests for information and data.

· Setting up e-mail groups.

· Circulating documents via post and email.

· Scanning and copying contracts, notes and other document.

· Raising purchase orders.

	EDUCATION


· Bachelor degree in Business management from University of King Hussein Bin Talal.Graduated on Jan 2011.
· Jordanian High school class 2007.
	LANGUAGES


· English (fluent spoken and written)
· Arabic (fluent spoken and intermediate written)
	SKILLS


· Customer Service. 
· IT skills (Windows & Microsoft office programs).
· Document management.

· Diary management.

· Reception duties.

· Secretarial support.

· Managing stationary.

· Report writing.

· Organizing meetings. 

· Communication Skills.  
· Data management.

· Filing / archiving.

· Reception support.

· Administrative Abilities.

Key skills & competence:
Strong organizational, administrative and analytical skills. Proofreading and computer skills. Ability to maintain confidentiality. Excellent working knowledge of all Microsoft Office packages. Ability to produce consistently accurate work even whilst under pressure. Ability to multi task and manage conflicting demands. Enthusiastic administrative assistant with experience of working as part of a team in a busy office environment. Well organized and proactive in providing timely, efficient and accurate administrative support to office managers and work colleagues. Approachable, well presented and able to establish good working relationships with a range of different people. Possessing a proven ability to generate innovative ideas and solutions to problems
	TRAINING COURSES


· Press & Media.                                                              
· First AID.
· Skills Development.

· Secretarial/ Communication skills/ Archiving.

· Office programs.

· How to be a leader/ Leader ship skills.                                                   

· Production management. 

· Marketing. 

· Methods of successful management.

Reference available on request 
