CURRICULUM VITAE
Reham.153713@2freemail.com 

1. Personal information:
· Nationality: 

Syrian
· Address: 

Abu Dhabi, UAE.
· Driving license: 

UAE & International Driving License.
· Visa: 


Spouse visa
2. Summary of qualifications:

With over 12 years of experience in several areas such as a production, quality and testing with many administration tasks, moved among several fields like textile, chemistry and Trading, perfected my experience by obtaining Master degree in project management, which increased my knowledge in administration and management, as I am highly motivated and self-learner, seeking employment with a company where I can use my experience and education to grow and expand the company.
3. Education 

	Institution

(Date from - Date to)
	Degree(s) or Diploma(s) obtained:

	Chifley Business School – Australia (2013 – 2014)
	MA in Project Management

	Al-Baath University – Syria (2000 – 2005)
	Bachelor Degree of Petrochemical Engineering 


4. Professional Experience:
	Position
	Quality control  

	Employer
	Sofia Trading Company, Military items supplier, Abu Dhabi U.A.E   

	Date 
	2013 up to date

	Responsibilities
	· Examine the required material specification.

· Inspect materials in mother factory. 

· Send samples to certified labs and follow-up on the results. 

· Compare test reports with the required standards and specification.

· Answer technical inquiries. 
Administration tasks:

· Provide feedback to clients in the form of presentations. 
· Write reports and correspondence.
· Review and correct the Arabic copies of concluded contracts.

	Achievements
	· Create a system to follow-up job orders.

· Develop reports to help the management follow-up and value employee performance.

· Do frequent visit to the supplier factory and help to solve problems
· Insure customer satisfaction after sell and follow with them in case of any complain.
· Promotion after 3 Months.


	Position
	Production Engineer

	Employer
	TMI Factory - ICAD-Abu Dhabi U.A.E   

	Date 
	2008 – 2013

	Responsibilities
	· Manage a team of 30 employees in two different factories.

· Organize, plan, and maintain production lines. 

· Manage machine purchase and installation.

· Investigate production-related operational problems.

· Prepare manufacturing documentation required for the production manufacturer.

· Liaise with suppliers and customers.

· Test raw materials prior to use.

· Check and improve product quality.
· Implement EHSMS in the workstation.
· Other contributions: follow the LPOs and issue invoices, calculate costs/ sales and labors salaries, prepare an annual inventory.

	Achievements
	· Contribute to re-running gypsum board production line.
· Enhance Gypsum boards quality by solving a number of technical problems.
· Reduce costs by finding alternative raw materials.
· Reduce pollution and of work-related injuries by applying an occupational safety system.

· Waste reduction. 


	Position
	Quality analyst / Head of Lab Test Unit

	Employer
	Khomassya Textile Company – Damascus, Syria

	Date 
	2006 – 2008

	Responsibilities
	· Test raw materials and final products.

· Compare test results with quality standards.
· Supervise and manage lab team (nine members).

· Prepare and send test & quality reports to production departments.

· Liaise with production managers and follow up test results to avoid production defects.

	Achievements
	· Provide full explanation on lab equipment to engineering students.

· Recalibrate and maintain lab equipment.

· Design forms for daily / monthly reports.

· Enhance operations and reduce production-related problems through direct connection with production departments and provision of daily reports.


	Position
	Quality Engineer

	Employer
	Habbi Textile Factory (Ready-made garment factory) - Damascus, Syria 

	Date 
	2005 – 2006

	Responsibilities
	· Manage and coordinate with quality control team (eight members handling five stages of production). 
· Inspect random samples of final products in all production stages.

· Detect and identify production defects.

· Follow up on defects and propose solutions with production managers.

· Prepare quality reports.


· Ensure results’ compliance with quality standards.

	Achievements
	· Supervise and control quality in the different production stages with the quality control team.
· Reduce production problems through direct communication with production departments.

· Develop comprehensive report covering daily production problems to enhance production line quality.


5. Relevant certificates & courses :  
· Gradation Project on Medical Cotton: Damascus, 2005

· Training Course in Textile quality: Damascus, 2006

· Workshop in cotton quality and standards: Turkey, 2007

· Training course in business administration: Damascus, 2007

· EHSMS workshop on Environment, Health & Safety Management System: Abu Dhabi, 2008.

· EHSMS awareness for construction EHS management (CEHSMP) & operation EHS management plans (OEHSMP). From Bureauveritas & Zone Crop - Abu Dhabi, 2010. 

· Statistic researcher certificate: Abu Dhabi statistics center- 2016
· Certificate of participation organized Abu Dhabi book fair 2016 and 2017.
6. Job knowledge and skills:

· Experience covering both administrative and financial aspects. 

· Demonstrates the highest ethical standards when dealing with customers, suppliers and employees. 

· Excellent written and verbal communication. 

· Ability to prioritize tasks. 

· Adaptable and flexible in approach to work required. 

· Uses initiative to resolve unexpected situations and requirements. 

· Excellent time management and organisational skills. 

· Ability to supervise staff in a professional and courteous way to get the most out of them. 

· Knowledge of the products/ machines which are used. 

· Ability to communicate information and ideas clearly verbally and complete reports. 
7. Language Skills: 
· Arabic: Mother tongue.

· English: excellent speaking and writing.

8. Computer Skills:
Good command of Ms. Office package, internet research and e-mail correspondence. 
