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	OBJECTIVE



	
	OBJECTIVE:   To assist achieving the objectives of a leading progressive company in legal, administration or sales fields professionalized through my legal qualification, relying on my experience, open background and ability to develop and adapt to changes.

	Education background

	
	1998 – 2002    Beirut Arab University (BAU), Lebanon                                                                                                 Bachelor Degree in Law.

Professional Computer Skills:  More than 3 years experience.

	practical Experience

	
	DURATION/YEAR                                                   COMPANY NAME                                                  LOCATION
* Sept. 19, 2006 Up To Date                      AL JABER GROUP LLC                                                                                  United Arab Emirates
“EXPANSION 0F  ABU DHABI INTERNATIONAL AIRPORT PROJECT”
“NEW 2K RUNWAY PROJECT”
Company’s Business: A leading Group 0f Companies Certified to ISO 9001:2000

Designation: Purchasing Supervisor, Reporting to the Procurement & Accounts Manager.

Authorities and Responsibilities:

· Supervises purchase staff and ensures smooth flow of required Materials to the Project.

· Liaises with more than 200 suppliers, prepare and follow-up the delivery schedule/plan for Materials for rapidity and time efficiency.
· Projects coordination and good communication between Purchase, Section Engineers and the Project Management.
· Prepares daily, weekly and monthly reports evaluating the status of all purchases to the Management.

· Ensures that ISO 9001:2000 Quantity Standard and Quality Objectives/Procedures are strictly implemented at all times.

· Upgraded the Purchase System (Manual & Automated).
DURATION/YEAR                                                   COMPANY NAME                                                    LOCATION
** Oct. 24, 2005 - Sept. 18, 2006                         AL JABER GROUP  LLC                                                                   United Arab Emirates
Designation: Management Representative Assistant. Reported to the Operations Manager.
Job Description & Responsibilities:     
· Internal Auditing all Operations Divisions & Sections: 
· Quality Management System, QMS - ISO 9001: 2000 in addition to implementing a New Filing System.

· Occupational Health & Safety Management System, OHSAS -   ISO 18001.

· Environmental Management System, EMS – ISO 14001.

DURATION/YEAR                                                   COMPANY NAME                                                    LOCATION
1. *** April 2, 2003 – Oct 18, 2004                                                                                             AL JABER GROUP      LLC                                                                                                                                          United Arab Emirates
· Designation: Legal Assistant, Reported to the Legal Manager.
Job Description & Responsibilities:

· Office Management.
· Drafting, Reviewing various Agreements and Legal Documents.  
· Translating Legal Documents & Others from English to Arabic & Vice Versa.
· Resolving different & complicated legal issues. 


	Training & seminars                                                                           

·  Trained as an Auditor at Business Enterprises Services .

Languages                                                                                              
· EDUCATED IN ENGLISH: (Written, Spoken and Read Fluently).

· ARABIC: NATIVE LANGUAGE.

other Skills interest

· Highly Motivated and Innovative.

· Ambitious and Confident.

· Excellent Communication, Negotiation and Interpersonal Skills.

· Maintain High Standards of Work under Pressure, Team Player.

· Computer Skills & IT knowledge: Expertise in MS Word, Excel, PowerPoint, Windows and Internet Browsing.
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