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 (C.V.)
PROFESSIONAL PROFILE

I am an enthusiastic and dedicated professional with extensive experience across all areas of Training and Educational Management.   An exceptional leader who is able to develop and motivate others to achieve targets, I can demonstrate a strong ability to manage projects from conception through to successful completion.  A proactive individual with a logical and strategically approach to challenges, I perform effectively even within a highly pressurised working environment.

OBJECTIVE

I am now looking to progress into a senior management position within the Training/Education/Public Relations Sectors.  I am therefore keen to find a new and suitably challenging role within a market-leading organisation

Personal Information

Date of Birth: 23-1-1980

Nationality: Saudi

Marital Status: Married

Gender: Female

Professional Experience:

Since I joined Alyamamah University, I have been working at Alyamamah Center for Professional Development which provides training solutions to the corporate world and to the public through introducing a verity of local and international programs.
3/2008 – present
: General Director of Alyamamah Center for Professional Development – Alyamamah University – Riyadh , Saudi Arabia.
7/2007 – 3/2008
: Acting Director of Alyamamah Center for Professional Development – Alyamamah University – Riyadh , Saudi Arabia.

- Reporting to the President of the University

- Managing 7 subordinate employees: Training Manager, Marketing Manager, Female training coordinator, Male training coordinator, and 2 Administrative assistants.
Major achievements and responsibilities:

· Represent the center in all media related events.
· Direct marketing through visiting key clients.
· Creating and reserving the mental image of the center.
· Identify, develop, and evaluate marketing plans and pricing strategies. y
· Cooperate with advertising and marketing companies.
· Establishing distribution networks and developing distribution strategies.

· Developments and monitoring market trends.

· Select products to be displayed at trade or special exhibitions and events.

· Confer with legal staff to resolve problems, such as copyright infringement and royalty sharing with outside partners.

· Consult with prospect clients to gain advice regarding the types of programs or services expected to be in demand.

· Structuring the training center organizational charts, job descriptions, assignments, and targets.
· Plan manpower needs and recruit needed employees.
· Review and evaluate training curriculum.

· Designing the center’s manuals, policies and procedures such as payment, refund, registration, withdrawal, and many other training related processes.

· Established major partnerships with well renowned training providers locally and intentionally.

· Identification and evaluation of professional trainers and service providers to meet the center’s quality standards.

· Contacting and negotiating with regional and international services providers, trainers, accreditation bodies, and training institutions, and finalizing deals and agreements.

· Building specialized work teams to handle the tasks related to specialized workshops and conferences.
· Contribute in the development and improvement of the center’s website.

· Build internal pricing models and link it break-even analysis.

· Managing all the efforts of hosting big events starting from the idea through all the contacts with the speakers till the evaluation.

· Preparing the centers budget that covers all the center’s departments’ expenses and forecasted revenue. 

-Revenue granted in one year: more than 4.500.000 sr 

4/2007- 7/2007:
 Training Manager – Alyamamah University – Riyadh, Saudi Arabia
- Reporting to the Center’s General Director and to the President of the University 

- Managing 3 subordinate employees: Female training coordinator, Male training coordinator, and an Administrative assistant,

Major achievements and responsibilities:
· Plan and Organize the yearly training plan and related scheduling.

· Preparation of training related forms, starting from registration forms to trainers’ & trainees’ evaluation forms, and subsequent analysis forms.

· Worked closely with the marketing department in establishing the University/center database.
· Supervise the implementation of training processes, policies and procedures. 

· Communicate with clients / companies and governmental bodies on regular basis.
· Evaluate instructor performance and the effectiveness of training programs for providing recommendations for improvement.

· Develop student’s testing and evaluation procedures.

· Conduct or arrange for ongoing training and personal development workshops for staff members.

· Develop and organize training manuals, multimedia visual aids, and other educational materials.

· Review and evaluate training programs for compliance with government standards.

· Writing professional and tailor-made training proposals to target groups of major clients.

· Designing and recommending the components of a professional Training manual / file.
1/2007 – 4/2007: Training Coordinator – Alyamamah University – Riyadh, Saudi Arabia
- Reporting to the Center’s General Director.

Major achievements and responsibilities:

· Organize all logistics related to training programs and training sessions. 
· Follow up trainers’ records, attendance, and communicates with them on regular basis.

· Communicate with trainers in relation to all training technical support.
· Registration of new students.
· Follow up payments and installments.
· Reply to inquiries and provide callers with all necessary information and handle all complains. 
· Create work procedures of the office internally and in relation with other departments in the University. 
· Organize and attend to all office work and correspondences. 

· Data keeping, filing, archiving.

· Organize appointments and receive major visitors to introduce them to the University. 
· Handle travelling and accommodation processes of international visitors. 
· Supervise general office expenses and classroom logistics. 
· Organize catering for events and workshops.
· Introduce students to the University.
Fall 2006 - Spring 2007
Volunteering

Description: Group Training and individual coaching for Master level students in the following fields:
· Professional writing.

· Research methodology and research papers.

· Writing academic English according to the style of the American Psychological Association. 
Educational Background

· 2008 –in process: Master of Business Administration (MBA)
Manchester University, Manchester Business School, Manchester, United Kingdom.

· 2007 - Master Degree in Education – Emphasis: Educational Management and Leadership

The Lebanese American University. Beirut, Lebanon. 

· 2007 - Diploma in Professional Human Resources Management

Haigazian University – Beirut, Lebanon.

· 2007- Diploma in Professional Management

Haigazian University – Beirut, Lebanon.

· 2004 - Teaching Diploma, Emphasis: Elementary Education 

The Lebanese American University– Beirut, Lebanon. 
· 2003 – Bachelor of Arts in European Languages: English
King Abdul Aziz University – Jeddah, Saudi Arabia. 
Conferences/ Training / Workshops: 

 I attended the following professional development sessions: 
A- Conferences:

· 2007 – The Fifth Management and Training forum of the Saudi Management Association. Riyadh, Saudi Arabia.  
· 2003 - Second “Language and Change” Regional Conference. Beirut, Lebanon. 
B- Training:
· 2007 – International Computer Driving License. Alfaisal Academy.

· Alfaisal Academy – Riyadh, Saudi Arabia
· 2006 – Practicum training in Educational Administration and Leadership at:

· Al-Nasefiah Ideal school – Jeddah, Saudi Arabia 

· Al- Ofoq Private School - Riyadh , Saudi Arabia
· Al- Ahliyah Private School – Beirut, Lebanon
· 2004 - Practicum training in teaching Arabic as a second language at the Elementary level at the  American Community School – Beirut, Lebanon

· 2003 - Practicum training in teaching English at the Elementary level at the International University School – Beirut, Lebanon
C- Workshops:
· 2007 – Foundation for leadership
     Gulf Society for Organizational Learning – Jeddah, Saudi Arabia.
· 2007 – Negotiation skills.
Institute of Banking- Riyadh, Saudi Arabia. 
· 2007 – Time Management

     Alyamamah University
· 2007 – Organizational Excellence in the Educational Sector

      Saudi Management Association – Riyadh, Saudi Arabia.
· 2007 – Creative Problem Solving and Decision Making

      Saudi Management Association – Riyadh, Saudi Arabia.
· 2006 – Coordinators and professional development in the department. 
      Haigazian University- Beirut, Lebanon.
· 2006 – It all goes down to thinking.
      International University - Beirut, Lebanon.
· 2006 – Record, report, and Review. 
      International University – Beirut, Lebanon.
· 2006 – The brain and Learning. 
      Lebanese American University- Beirut, Lebanon. 
· 2006 - Classroom Setting and Learning Centers. 
     International University – Beirut, Lebanon. 
· 2004 – The 12th annual teacher training workshop
      Lebanese American University- Beirut, Lebanon. 

Committees:

In Alyamamah University:

- Quality improvement committee.
- Committee for salary scale modifications

- The Center for Professional Development improvement committee
- English Language symposium committee.
Languages

Arabic and English Languages: Fluent and professional in speaking, writing, and translation.

Skills
· Computer Skills: Windows 98, XP, vista and Microsoft office.
· Internet surfing and search.
· Research Skills.
· Negotiation skills.

· Planning and development

· Strategic planning.
· Communication skills and public speaking abilities.

· Leadership qualities and team work spirit.
· Open to challenge and change.
· Analytical thinking with problem solving. 
· Open to multiculturizm and diversity.
· Fast learner and eager to read. 
Honors:
· 2003- 2004 – Students Honor list. Teaching Diploma
      Lebanese American University- Beirut, Lebanon. 

Interests: 

I enjoy a number of outdoor activities such as walking and swimming. I also have a great joy in listening to classical music, reading, and attending self development and professional development events. Travelling and exploring new sights is a relaxing and exciting experience through which I try to learn about new cultures and places. I am passionate about all activities leading to human development whether professionally or intellectually. What interests me the most is having a great cup of coffee while participating in an intellectual debate. 
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