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 Personal Info
	


	(
	Birth Date
	:
	May, 14th 1976

	(
	Nationality
	:
	Egyptian

	(
	Marital Status
	:
	Single
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Objective
	


	(
	Prove oneself through success in all the difficult opportunities that fit my skills , as well as permanent ambition to be the best on the professional level by working in a successful institution
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Education
	


	(
	Graduation
	:
	Faculty Of Commerce - Alexandria University , Egypt

	(
	Qualifications
	:
	Bachelor Of Commerce in Business and Finance & Banks
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Training
	


	(
	English Courses :

· Arab Academy Of Science (5 Mar2003 - 20 Apr 2003)
· British Council (26 Aug 2009 – 11 Oct 2009)



	(
	Computer Courses :

· ICDL ,New Horizons Training Center (May 2007- Jun 2007)



	(
	Professional Courses :
· Certified Professional Secretary(CPS) , American Chamber

· Office Administration , American Chamber

· Qualified Accountant Diploma (QAD) , EAAC Training Experts

· Cost Accounting Diploma , EAAC Training Experts

· Tax Accounting , EAAC Training Experts

· Quick Books Diploma , EAAC Training Experts
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Skills
	


	(
	I am always trying to adopt new skills to enhance my performance and my knowledge.



	(
	I have the ability to work on Microsoft Windows, Microsoft Office and internet services efficiently.



	(
	I've the ability to deal with local and foreign customers



	(
	I have the ability to make good community relations.



	(
	I've the ability to work under pressure and provide excellent performance
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Experience
	


	
	· From : November 2013 – To : December 2014  Medical Training Coordinator in Egyptian Resuscitation Council
Duties and Responsibilities:

· Carry out inventory for Council's books

· send each chapter of the book to doctors  to be translated

· send the chapters which translated  to the printing press

· Coordination and follow-up with the printing press for the design of the book by InDesign program 

· Send the sample of book to European Resuscitation Council to  review coordination in terms of colors, font and images , Follow-up printing the book after the completion of all the notes 

· Organizing medical courses for doctors and nurses inside , outside Alexandria

· Agreement with specialist doctors for each course to be instructor , sending the program of the courses to the doctors, contacting  with hotels and arranging needed booking for lecturers coming outside Alexandria

· Preparing the Mannequins and EGC Devices and any Medical Equipment for courses

· Division the candidates to  groups and prepare their name card, Prepare all documents for courses

· Recording the candidates information in excel sheet and their picture in slides using power point, Prepare result sheet and printing the certificates

· Received and send E-mails

· Scanning , Printing , Filling , typing

· Take a photo and recording video for courses to put it in Council's website

· webmaster and Updating courses names and dates, and alarm about any new event for our Council (Conferences), upload any videos about the vision and mission of council on website
· From : May 2012 – To: February 2013Accounting  -Sunrise Co. for General Contracting and Real Estate Investment.

Duties and Responsibilities:

· Get price list from companies for the supplies used in construction, whether electrical or plumbing or carpentry or other supplies

· Work orders to buy at the cheapest prices and the best quality of the tools required at the construction site and presented to the Chairman of the Board for approval

· Follow the purchase agent to bring the supplies as soon as possible and send it to the construction site

· Receipt of add permission and exchange permission from the construction site stores each partition separately

· Separate all exchange Permission each partition separately and arrangement by serial number and recording it in a program dedicated to the stores
· Carry out inventory every 3 months on the stores

· From: May 2010 - To: April 2011   Internal Auditor & Secretary - Paradise Inn Group- Metropole Hotel – Internal Auditing Dep.

Duties and Responsibilities:

· Review all financial documents for each section separately to limit the financial situation in terms of expenses and income for the hotel in one day
· Documents analysis to make sure that there is no violation of the practices of the required standards

· Continuous inspection and surprise of all the hotels and write a report and presented to the Chairman of the Board
· Writing weekly report of all offenses that have been besieged in hotels and facility with this report a  copy of documents of these irregularities

· Treasury Daily Review

· From: July 2008 – To: August 2009Offfice Manager -Snow White Trading Co.
Duties and Responsibilities:

· Follow-up to the customer's account
· Training for customer to help them how recording the time of  attendance and leave staff by fingerprint

· Writing bills for immediate sale, whether a statement of account or formal invoice for the goods sold

· Attend the tenders for supply Stationery to companies

· Faxing,Filling,Printing , Typing
· Receives, direct and relays telephone calls and messages

· From: August 2007 - To: February 2008Office Manager - Creative company for Human Recourse Development.
Duties and Responsibilities:

· Coordinating arrangements for conference 

· Design the brochures for mission and objectives of conferences which we organize
· Travel and Hotels arrangement and booking for the  lecturer and conferences

· Responsible for The company accounts
· Preparing conference slides using PowerPoint

	
	· From: January 2002 - To: March 2003  Office Manager - Mohamed Hamed Atta Office for Accountant & Auditors.

 Duties and Responsibilities:
· Display all incoming/outgoing correspondence to general manager

· Filling Faxing, typing 

· Responsible for general office duties
· Display all incoming/outgoing correspondence to general manager

· Filling Faxing, typing 

· Responsible for general office duties

· From: August 2000 - To: December 2000Office Manager - Chemilab Company Agent for Medical & Lab. Inst.
Duties and Responsibilities:

· Responsible for general office duties

· Filling Faxing, typing, Recording 
· Receiving Visitors
· Display all incoming/outgoing correspondence to general manager
· From: October 1999 - To: July 2000 Secretary - Magdi Hashish Office for Accountant & Auditors
Duties and Responsibilities:

· Filling Faxing, typing, soft copies the documents

· Writing the balance sheetand income statementandstatement of cash flowsin  Excel Sheet

· Display all incoming/outgoing correspondence to general manager


	(
	Trainee

· From: August 2004 - To: October 2004

El-Mohandes Bank – guarantee letters department
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Languages
	


	(
	Arabic (Mother Tongue).

	(
	English (Very Good).
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Monthly Salary
	


	(
	Expected Salary
	:
	Negotiable.
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