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PERSONAL STATEMENT
Graduated from Abu Dhabi University (ADU) with a Business Administration major (Finance) .A highly motivated, confident individual with exceptional multi-tasking and organizational skills. Able to exhibit confidentiality, discretion, tact, diplomacy and professionalism when dealing with directors or senior managers. Possessing a proven ability to help managers to make the best use of their time by dealing with their secretarial and administrative tasks. Ready and qualified for the next stage in a successful career. Currently looking for a suitable position with an ambitious company.
	Birth date:
	02 July, 1986

	Gender:
	Female

	Marital Status:
	Married

	Nationality:
	Jordanian 

	Resident of:
	United Arab Emirates – Abu Dhabi 

	Driving License:
	Available


EDUCATION
2004 - 2008 Abu Dhabi University, BA (Finance) Business Administration; GPA 3.16
Modules included (group work skills on projects):

· Marketing







· Organizational Behavior

· Strategic Management

· Computer Application in Finance

· Accounting and Finance

· Managerial Finance

· Entrepreneurship Management

· Project management
My dissertation was in the form consultancy project to develop a business plan and other valuable deliverables for a new and unique health center for teenagers. The project has covered critical financial and managerial areas, where I gained an outstanding experience for my future career. 
2003-2004 Palestine Girls’ School for Secondary Education (Public), Abu Dhabi, Level A, 

Scientific Stream, 86.8%
Job Internship
Organization
: National Bank of Abu Dhabi
Date                         : May-July 2008  (3 Months)
Location
: Abu-Dhabi-U.A.E.

Gained an outstanding experience in the areas of customer service, back office (operation), credit. This experience has upgraded my professional skills and turned the theory into practice. 
work experience  (5 Years , 9 MonthS)
Organization
: Zakum Development Company (ZADCO) 

Date                        : September 26, 2012 up to Present ( 2 Years , 3 Months )
Position
: Office Administrator in Logistics Department

Location
: Abu-Dhabi-U.A.E.

Job Description     : 

Provides secretarial and general administrative support to assigned Departmental Head and other Department’s personnel. Drafts correspondence from oral instructions or brief notes types and proofreads a variety of materials. Uses other PC applications to produce graphs, charts etc. for presentation. Ensures that office equipment such as; word processor/computer terminal/printer, facsimile etc. are kept and handled properly and requests services for the maintenance in case of any defects. Maintains and updates the Department’s filing system.
· Carries out secretarial activities such as; drafting letters, memoranda, hand-over notes, fax transmission, E-mail messages etc. from brief notes or oral instructions. Types and proof reads a variety of materials including reports, statements, tabulations etc.

· Dispatches outgoing mail and maintains records of documents which require Job Officer’s response and follows-up necessary actions. Follows-up work progress. Ensures direct delivery of confidential materials/mail. Receives and relays messages, and answers routine queries 

· Makes appointments for Supervisor, receives and guides visitors to Supervisor’s office. Makes arrangements for conference room meetings including preparation of visual aids, refreshments etc.

· Uses other PC applications to produce slides sheets, lists, graphs etc. Raises requests for stationery/supplies and distributes to Department’s personnel as required.

· Maintains and updates filing system. Coordinates and follows-up with concerned personnel on matters related to visas, security passes, transport, accommodation etc. when required.

· Ensures good housekeeping in the office and arranges for proper storage of office materials and files.  Ensures that office equipment such as; computer terminal, printer, facsimile etc. are kept and handled properly and requests services for the maintenance in case of any defects. Arranges circulation of various magazines, periodicals etc.

· Performs assigned tasks according to Company’s policy, procedures, secretarial and administrative standards. Exercises latitude when preparing documents for presentation and while making appointments.

· Frequent contacts with personnel up to senior management level for arranging appointments and answering routine queries. 

· Frequent contacts with various visitors calling on Supervisor.

· Occasional contacts with ADNOC and other OPCO’s to obtain/collect information.

· Performs assigned tasks according to Company’s policy, procedures, secretarial and administrative standards. Exercises latitude when preparing documents for presentation and while making appointments.

· Completed work is spot-checked by Supervisor.


Organization
: Property Shop Investment 
Date                        : June 13, 2009 up September 20, 2012 ( 3 Years , 4 Months )
Position
: Leasing Coordinator
Location
: Abu-Dhabi-U.A.E.
Job Description     : 

· Implementing all the daily transactions of listing process into MASTER KEY SYSTEM (Real Estate software).

· Preparing and finalizing all the documents related to listing process whether it is internal (Sales Consultants) or external (Clients).
· Making sure that all the documents needed for listing process are met and filed properly.
· Arranging all the listing referrals from sales consultants or clients in a well-organized module.

· Initiating and handling all the outgoing calls with our potential sellers to finalize the listing process

· Organizing the process of availabilities flow as per our sales requirements in a very proper manner.

· Communicating with developers in order to maintain a full Product Knowledge Portfolio about their projects. 

· Providing management with periodic statistics about sellers and average prices in the market 

· Any other tasks as per job requirements and changes assigned by direct manager 

· The purpose of my job is to transfer very good and interested customers to the sales agents, they must be filtered and very interested, and after transferring the clients to the agents I have to follow up with the agents until closing the deal…

Approving the units entered to Masterkey by the data entry stuff … re-checking the clients entered to the system in a daily basis… refreshing the units in Masterkey to keep our units in the top pages of the portals 

· Coordinating with the leasing team and their clients and following up till the deal closed.
Organization
: Burooj Properties

Date                         : October-November 2008 ( 2 Months)
Location
: Abu-Dhabi-U.A.E.

Position                   : Special Assignment Contract for Two Months
Job Description          
· Support the finance team at Burooj Properties to organize the contractors’ filing using I Capital System.

· Data entry for different kinds of payments using I Capital System.

· Auditing the payments before issue the checks for suppliers. 

· Auditing sanction and breakdown for the construction.

· Auditing planned cash flow, advanced payment guarantee, and performance bond guarantee.

· Issue the actual cash flow.

· Sorting documents for sales and inventory using GP System.

ADDITIONAL INFORMATION
· Led a group of senior student on MIS Project using advanced planning and organizational skills.  Active listening and team working were very useful skills in such project.
· Proficiency in the different applications of Microsoft Office and internet surfing. Attended Certified Microsoft Computer Office Application courses. 
Interests: Sports (walking, swimming, camping), work-life balance, and photography.
Languages: Fluent in both Arabic and English 
References: Available upon request.
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