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RAMADAN 
RAMADAN.163636@2freemail.com 




Work Summary:
Human resources assistant collaborated with a team of hr., assisting senior lawyer in solving their cases, helping them in their research of lawsuits, professionals providing administrative, and direct wide range of office procedures including administration book keeping customer service, and preparing documentation providing administrative support to and preparing documentation for meetings agreed.
Education Summary:
· Bachelor of Law Bain Sweif University. 
· Master in Public law. 
Additional courses: 
· ICDL course.
· Human Development Course.
Employment Summary:
· International Legal House, Egypt, Legal Associate, (April 2016 to May 2017).
· Mourtada Mansour Office, Aldokki, Giza, Egypt, Legal Assistant, (Feb.  2015 to Mar 2016).

· TE Data Internet Company, Egypt, Administrative Assistant, (April 2011 to Dec 2012).
· Sonesta Tours, Down Town, Egypt, Administrative Assistant, (June 2013 to Jan 2015).
· TE Data Internet Company, Egypt, call center, (Jun 2009 to Jan 2011).
Competencies:
· Wrote and edited correspondence.
· Assisting solicitors.

· Researching and preparing cases.
· Tasks Including data entry and filing.

· Communication skills.
· Customer Relationships.

· Documentation skills.

· Meeting planning.
Skills and Strengths:

· Excellent communication skills with ability to liaise at all levels
· Having good command over Windows XP, 7.
· Capable of multi-tasking

· Have good command over MS word, excel and power-point.

· Team player and self-motivated.

Visa and Passport Details:
Visa Type:




Visit Visa

Personal Information:
Nationality:




Egyptian
Marital Status: 



Single
Age & DOB:




26 years, 25-Nov-1990
Language:
 



Arabic (Native), English (Advanced)
Kindly review my CV and please let me know if you have any position which is suitable for me, as per my qualification.
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