Gehan 

gehan.150989@2freemail.com 

Personal Info

· Date of birth


: November11th., 1971
· Nationality


: Egyptian.
· Gender


: Female
· Marital Status

: Married.
· Present Residence

: Egypt, Alexandria.
Objectives

· I'm seeking a good position where I can build up my career. 
· I'm looking for a rewarding and challenging career where I can see how much I can handle.
· I'd like also to get a chance to join the professionals where I can be part of a team work where competence and challenge means everything.
Education
College
· Institution Name 

: Faculty Of Commerce, Accounting  department,
                   
Alexandria University.
· Major Specialization
: Accountant
· Degree 


: fair 
· Graduation Date 

: April ,1993.
· Last year grade 

: Good
High school
· Certificate


: General Secondary Certificate
· Year Obtained
 
:1989
Language Skills

	Language
	Read
	Write
	Speak

	Arabic (mother tongue)
	Excellent
	Excellent
	Excellent

	English
	Excellent
	Excellent
	good

	
	
	
	


Computer Skills

· Excellent internet user and fast learner of any new software required to be used.
 Attended courses:

· Windows

· Micro soft office

· Word

· Excel

· Access

· Power point

· Internet
Experience
· Organization 

: Demco shipping & logistics.
· Title



:Administrator.

· Organization 

: United International Group for projects & Trade
· Title



: Secretary&Administrator in Engineering                 

                                                        &Petroleum Services.               

Description:                          - Responsible for the company stock. 

                                                            - Responsible for the stock transactions.

                                                            - Responsible for the Delivery Receipts.

                                                            - Responsible for the Entry Receipts.

                                                            - writing e-mails,Faxes,response on the clients'phone.
The Current Work in LIOYD”S Company

· Organization                    : Marine Technical Services 
· TiItle                                   : Secretary  & Administrator in Lloyd’s Agent.

· Description                        : Responsible for writing reports, Delivery reports LCL , 

·                                                 Response to Emails ,Faxes and The Client’s Phones.
 Qualities & Traits
· I'm a self motivated, initiative, capable of handling delicate situations & working under stress.
· Improving public relations, working hard and serving my position as much as I can, improving my knowledge.

· To take part in your association and doing my best to improve its position and make it one of the leading association in its field.

Other Skills and Activities

· Reading and internet surfing
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