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	Latifa 

	Fluent in Arabic, French and English (reading, writing and speaking) language
Nationality: Tunisian

Religion: Muslim

D.P.o.B:  02 May 1982, Monastir – Tunisia

Marital Status:  Single

Abu Dhabi
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Profile:
· Highly organized individual.

· Excellent computer literacy in the following software packages: (Windows 2000, MS Word, Excel, PowerPoint, Access, MS Project, Publisher, FrontPage, Org Plus for Windows, Visio, Staff Appraisal Rel3.3, Lotus Note…)

· Keyboarding in Arabic, French & English.

· Able to multitask and a very effective team player.

· Good listener and have excellent reputation for “getting things done” and work well with people at all levels.
Education Qualifications:

1.  University:     2001-2004: Bachelor for the occupation of High-level technician in Data          processing in ISSAT* SOUSSE Tunis Mention well,Option: Technology of the Networks and the Internet

 (ISSAT * Higher Institute of Sciences Applied and Technology) 

           Subject of Project: “management of the lines of transport”   

2. CLC@formation Institute (Monastir, Tunis - 2005): Completed an intensive course in computer skills and its wholesome application: Windows XP, Word 2002, Excel 2002, and PowerPoint, Internet.

3. Secondary School:2001: Professional baccalaureate Section Mathematical College November 7      M0knineTunis
Career Details:

1.Legal secretary in Rowad Advocates and Legal consultants in Abu dhabi (now)

· Legal Secretary emailing to the clients, translate and administrative , arrange appointments, draft routine correspondence for approval and signature, and make all travel arrangements, make arrangements for any meetings… faxing and mailing and making a letter….

2. Document controller inIndustrialGroups of Control System inAbu Dhabi:(2010-2012)
· Executive Secretary for the GM. Providing full secretarial and administrative , arrange appointments, draft routine correspondence for approval and signature, and make all travel arrangements, make arrangements for any meetings… faxing and mailing and making a letter….

3. Executive secretary in Abu Dhabi :( 2009)
· Executive Secretary (PA) and Assistant Counselor Services. Providing full secretarial and administrative support service to Ambassador. Maintain the diary, arrange appointments, draft routine correspondence for approval and signature, and make all travel arrangements, make arrangements for any meetings… make the visas and the passports….

Sales executives in Marina Mall with Liwa Trading in Abu Dhabi (2008). 4
 .    Customer services, Cashier, Display new teams…in Lasenza shop        

. Monitors expenditure reports sent by Finance Department and ensures that it is within the approved phasing/budget.  This includes reviewing all charges appearing on the monthly detailed reports (GLM report), highlighting significant variances, investigating and bringing unusual items to the attention of the Finance Department and initiating necessary documents to be submitted such as accruals and budget revisions.

5. Technician of the Web sites in Super Parq in Monastir Tunis (2007):

   . Prepare designs, Research Internet, Remote loading of the software, Lodgings of training the Web sites… in CYBER NET  

   . Dealing with General Services Department: Budget Furniture…etc (Inventory Control Focal Point).

   . Dealing with Information Technology Department: ordering computers, printers, scanner, .etc for the dept.

6. Computer graphics in a printing works in Monastir Tunis (2006):
. Prepare the bines carts, prepare the invitations, prepare the notebooks of tickets, and prepare the yeasts of the books of the theses…

. Follow-up various pending items i.e. drafting replies to memos, self-correspondence, course confirmations, appointment arrangements and others for the assigned dept. maintaining as well as updating a well-organized filing system for the assigned dept.

7.   Having all secretary skills: dealing with two wholesalers in MoknineTunis (2005): 
.  Prepare sale and purchase invoices,   Inventory control, Contact customer, Faxing paper                . Answers telephone, taking and conveying messages, arranging meetings & carrying out similar or related duties such as photocopying, faxing correspondences, maintaining appointment diaries and others.
SKILLS:

.  Programming languages: SQL, php, HTML, 

.  Control of Pack Office:  Software: Word, Access, Excel, Power Point witch diploma  
.Merise Model of design: Internet, Face phage, Photoshop, Chorell Draw,   develop 2000  

Training:

.  June 2003 to july2003: Training course Technician in the data processing department of the AMS Sousse Tunis: 

Learn how to do relation network, How to using this network and the internet  

.  February 2004 - June 2004: training course of high-level technician has STS SOUSSE Tunis Realization of an application within the framework of the project of end of Studies “Management of the lines of transport” to frame by the engineer of the Company and the picture frame of the institute 

Hobbies:
· Playing theatre
· UAE drivingLicense
· I work as researcher for 1 month with Abu Dhabi Statistics Center
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