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 Career Objective 
To obtain a professional and challenging position to utilize my, technical, creative, organizational and interpersonal skills, plus my knowledge of both public & private sectors in different industries.
Profile Statement

A self-motivated, Creative, enthusiastic, punctual and flexible U.A.E national, who intend to prove herself among variety of nationalities within different divisions.
Specialized Skills 
Technical skills

· Typing (Arabic & English)
· Assembling PCs

· Highly professional in using the internet "Conducted several research projects effectively"
· Manage small industry projects 

· Familiar with Computer programs, like :Dreamweaver MX, MS Project, MS Access, MS-Office & MS Publisher
· Professional with ECM – Electronic Connect Management.
· ICDL Certified – International Computer Driving License 
Human Relations Skills

· Teamwork
· Leadership skills

· Stress and Time management, problem solving, critical thinking

Communication Skills

· Delivering presentations

· Planning and managing tasks

· Meeting clients

Education
2008 –  2010 

( MBRPLD – PL ) Mohammed Bin Rashed Program for Leadership Development – 


Promising Leaders




Executive Education – Graduation July 2010

2007 – 2008

Al Ghurair University, Dubai, UAE
Applied Bachelor in Business Administration


2007 - Present
Collective career related Trainings and Self education, such asAttending several lectures of WATANI program WATANI – The community development program aimed at strengthening the national identity [Details / copy of certificates can be provided upon request
2001 - 2005

( HCT ) Higher Colleges of Technology, ( DWC ) Dubai Women’s College
Higher Diploma in Information Technology

Computer Networking Technology ( CNET )
Languages

· Fluent Arabic

· Very good English – Band 6 in IELTS “International English Language Testing System”
Extra Activities
2009
( DO ) Dubai Opening – Managing Global Cities
· Executive Study Trip to Singapore and Beijing, organized by MBRPLD
· Lee Kuan Yew School of Public Policy – National University of Singapore 
2009
Volunteering 

· (Takatof – Emirates Foundation) Volunteering Program
· International Volunteering:  At the 1st UAE Pavilion, at the Venice Biennially for Contemporary Arts (Italy–Venice) & Volunteering Locally: at (Art Dubai)
2004      An international study tour to Ireland :
· Certificate of merit in Edward de Bono’s Constructive Thinking Skills (CoRT)

· Certificate of merit in Edward de Bono’s Six Thinking Hats course
2002     S.R.G Student Representative Group at the Bazaar, Sports Day, Annual Occasions events, such as the 


 National Day & Ramadan Iftaar Gathering.
Professional Experience 

2008 – Present 


Manager – Public Relations and VIP Affairs – Media and Public Relations office




Jebel Ali Free Zone & Economic Zones World

· Started as a VIP Affairs and PR Manager at the CEO’s Office :

· Manage CEO’s annual participation at corporate events, invitations & visits.

· Morning Calls – sharing Daily Quotes with department’s team members every morning
· CEO’s meetings with VIP members / delegates internally & externally.
· Video recording / clips of EZW Staff – to be published online such as (youtube) to provide more knowledge of EZW’s updates to the public. 
· 2014 Joined the official team at the Media and PR Department 

· Executive PR Visits 

· Relationships building practices 

· Pre-during-post events practices of events (media related)

· Annual occasions post practices 

· VIP Gifts Management 

· Events Management 

· Third party events management / official correspondences 

· Delegations Visits Management 
June 2005 –
2008

Executive Persona Assistant to the Chief Executive Officer







Jebel Ali Free Zone & Economic Zones World , Dubai, U.A.E
· Managing the office of the Chief Executive Officer 

In-coming, Out-going & internal, external mails – Faxes – Stationary – 
Online requisitions – detect IT problems – Unexpected visitors – e-mails – Phone Calls.

· Handling personal issues of C.E.O

· Filing

· Weekly reports of Minutes of Top Management Meetings

· daily "To – do" lists (color coding) / Managing appointments / Scheduling visits / Organizing the C.E.O’s Corporate business trips

April – June 2005

HSBC – Graduation Trainee
· Daily Calls feedback

· UAE Branch Visits
· Relocations coordination

· Quality meetings:

· IT team meeting to discuss support issues 

· Daily Morning meetings to discuss previous failure
Other Experience 
July – August 2004
Dubai  Internet City - Tecom

· Summer Trainee at the IT Department
June – August 2003 
Dubai Summer Surprises 
· Participated in the administration of Modhish City “manage daily activities”

· Met visitors of different nationalities to answer their inquiries and consider their suggestions for better activities. 

· Volunteered on special occasions such as “The traditional day” to work full-day shifts. 

July – August 2002 
Danata –Emirates 





Customer Affairs & Service Audit Department 
· Wrote down customers’ complaints  

· Audited services provided in several hotels and travel agencies associated with Emirates airlines.
Awards & Recognitions
2014

Jebel ali free zone & Economic Zones World
· Projects contribution – ISR (internet Security Regulatory) 
2010
 Jebel ali free zone and Economic Zones World
· Best employee Award 
2010
MBRPLD
· The Promising leaders program
2009
Jebel Ali Free Zone & Economic Zones World
· Certificate of Appreciation in (IDA) International Desalination Association World Congress
2006
Jebel Ali Free Zone & Economic Zones World
· Certificate of Appreciation in recognition of valuable contribution & Performance to the organization
2007
Jebel Ali Free Zone
· Best Employee Trophy
Personal Information 
Date Of Birth
:
20th November 1983


Nationality
:
United Arab Emirates 


Marital Status
:
Married
Interests
Sports, Contemporary & Hand crafts Arts, Fashion, Cars, Interior design, Traveling, Technology, and Volunteering 
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