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     EMAN 
EMAN.203460@2freemail.com 
	objective

	
	Seeking promising job opportunity which enables me to improve my skills, increase my practical expertise, fulfills my personal ambitions, and expand my knowledge.



	education

	
	2007-2011              Alexandria University               Alexandria, Egypt
· Faculty of commerce,  Business Administration.
· Grade: Fair


	skills

	
	Computer Skills:

· Excellent knowledge of Win XP .
· Proficient knowledge of MS Office 2003 and 2007
Language Skills:

· Arabic - Native 
· English-(spoken & written )
qualification skills :
· Excellent communication skills.

· Ability to work under pressure.

· Able to learn new tasks quickly.

· Self-motivated, dependable and goal oriented.

· Ability to work individually and co-operative team member.

· Good handling problems.

· Experienced in Customer Relations.

 

	Experience

	
	April 2017 – Till Now
Ras Al Khaimah Oil Services & Energy Co. Ltd. (RAKOS)
Job Description:

Office Assistant – Dubai (UAE)

· Handle oil well cement business and coordinate with manufacturer, third party inspector and client.
· Assist in front office works such as handling phone calls, maintaining the availability of office supplies and stationeries, welcoming visitors.

· Responsible for purchasing gift items and personal tasks from shareholders .

· Assist and coordinate with PRO related works.

· Support management and staff whenever required.
Novamber 2014– Feb 2017
Bethahab Group Real State
Job Description:

Personal Assistant & HR Assistant– Dubai (UAE)
· Welcomes visitors by greeting them, in person or on the telephone; answering or referring inquiries.

· Directs visitors by maintaining employee and department directories; giving instructions.

· Maintains security by following procedures; monitoring logbook; issuing visitor badges.

· Maintains safe and clean reception area by complying with procedures, rules, and regulations.

· Produces information by transcribing, formatting, inputting, editing, retrieving, copying, and transmitting text, data, and graphics.

· Maintains department schedule by maintaining calendars for department personnel; arranging meetings, conferences, teleconferences, and travel.

· Completes requests by greeting customers, in person or on the telephone; answering or referring inquiries.

· Prepares reports by collecting information.

· Secures information by completing database backups.

· Provides historical reference by utilizing filing and retrieval systems.

· Contributes to team effort by accomplishing related results as needed.
· Sourcing and sorting of CVs and applications filed with the company.

· Handle company CV-receiving emails or online databases for CV submissions.

· Collating those CVs and applications they receive from walk-in applicants.

· Fix interview appointment with the management .

· Collecting all document required for processing  visa.

· Handling new resident visa, renewal visa and visit visa processing .

· Following up immigration system for any missing or in completed information.

· Follow up in immigration system till visa approved.

· Receiving Medical report test processing till approved.

· Handling ZAGEEL system to collect the passport to stamp the visa .

· Receiving all Passport from ZAGEEL and follow up for the pending passports.

May 2012– Sept 2014
EL-Ahlyia Trading and Distribution Accounts department
Job Description:
Administrative Assistant & Office Manager – Alexandria (Egypt)
· Receive, direct and relay telephone messages and fax messages  

· Respond to public inquiries. 

· Perform other related duties as required 

· Coordinate and maintain records for staff office space, phones, office keys.  

· Handling Orders 

· Assists Executives in appointment setting, filing, copying, faxing, scheduling..

· Multitasking abilities with keen eye to detail on reports and messages.

· Responsible of bank deposits.
· Plans events and volunteer activities.
· Maintains office supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.
Jan 2009– Mar 2012
Egyptian Freight services (EFS)
Job Description:

Sales & Operation and documentation - Alexandria (Egypt)
· Maintaining database of clients and shipment orders 

· •Research and process corporate actions- (i.e. tender offers)

· Scheduling and booking deliveries 

· Liaising with transport companies, interstate and international 

· Ensuring all freight is cleared 

· Monitoring LCLs and FCLs transport activities 

· Invoicing and costing on occasion 

· Client reporting support

· Solve problems relating to sales, finance and transportation of goods in locations both national and overseas.
· sign for UPS/FEDEX packages 

(Sept 2007 – Oct 2008)
Accounting office of Magdy Zaid

Job Description:

Secretary - Alexandria (Egypt)
· Provide administrative and clerical support to departments or individuals. Schedule meetings .
· Alert manager about cancelations or new meetings.

· Manage travel and schedule.

· Handle information requests.

· Arrange for outgoing mail and packages to be picked up.

· Prepare statistical reports.

· Coordinates office management activities.

· Prepare agenda for meetings.

· Helps prepare office budget Maintain office procedures.
· Operate office equipment, such as photocopy machine and scanner.

· Relay directives, instructions and assignment to executives.

· Direct the general public to the appropriate staff member.

· Maintain hard copy and electronic filing system.

· Sign for UPS/Fed Ex packages.


	Interests

	
	Playing Chess 
Swimming ,
 Traveling 

	Personal Information

	
	Date of Birth: 14th April 1984
Marital Status:  Married
Nationality: Egyptian
Viza status: Tourist visa


