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Career Objective

I am seeking a challenging opportunity in your respectable organization.
Education
September 2008: Executive Secretarial Diploma, American University, Cairo, Egypt.
September 1986: Secretarial Diploma, American University, Cairo, Egypt.
  July 1982: Egyptian Thanaweya Amma (Third Secondary) from Maadi secondary School for girls (86.7%)
Summer Training
·  Summer of 1983                     BIT computer Company - Egypt    

· Summer  of 1984                     Greetings Tourism Company - Egypt
  
· Summer of 1985                      Educational Center at the AUC – Egypt

Work Experience

· American Aid in Egypt – as Human Resources Clerk 
July , 1986 – To  May 1987

· World Health Organization (WHO) – as Human Resources Assistant
June , 1987 –    
       July 1988
Responsibilities: 

· Maintain wide variety of data in the system for all the East Mediterranean Region: current position information including, costing, funding, current organization hierarchy information, personal data such as employees name, employee number, address, telephone number, employee data as probation, grade, service date and assignments
· Oversees the employee records, assist the department is preparing documents to request personnel activity, upon receipt of documents verify information and locate missing information, verify calculations, obtain authorized signatures required for various actions requested

· Ensure that other functional areas are informed with employee actions such as payroll, finance and benefits

· Upon new recruitments, issue the appointment letters, contracts, job descriptions and other necessary documents and forms to be filled by the newly recruited member and ensure sending them
· Maintain knowledge of the system required to retrieve reports and other requested data for management

· Keep an organization's personnel records up-to-date and keep track of address changes, changes in job titles and benefits
· Provide authorized information from the employee's personnel records when requested  

· Generate contracts, contracts extensions, obtain the required signatures, updating the systems and generating the corresponding personnel actions

· Ensure the receipt of the PMDS (Performance Management and Developing System) on time, following up with the EMRO staff, obtain the supervisors signatures and generate the personnel actions
· Prepare necessary documents to be sent to the Head Quarters by pouch

· Calculate bonuses for staff members

· Prepare salary certificates and condolences letters to staff members

· Maintain and update files and re-structure filing system
· Food industries development Co. – as Chairman Executive sec.   July 1988 – July 1993  
 Responsibilities:

· Supervising on daily basis the office boys checklist, reporting their performance and managing their attendance and daily deliveries
· Handling IMS facilities (Couriers, drivers and office boys) and synchronizing between staff requests
· Buying and choosing all the stationary and kitchen requirements and keeping reserves
· Arranging all the logistics related to the opening of a new office and all the logistics of the move
· Answering and screening all incoming phone calls and delivering messages to staff members
· Handling day-to-day petit cash and reporting it at the end of the day
· Supporting in developing special reports, correspondences and consistent quality delivery 
· Managing consultants' whereabouts and synchronizing agendas with the Chairman's agenda
· Sending faxes and distributing them to staff as appropriate Maintaining and updating files and keeping routine filing
· Trading Dynamic Company – as Administrative Assistant and Receptionist , then Office Manager             September,1993 – Till this date
       
     Responsibilities:
· Helping with data input for staff absences records and updating staff lists

· Helping with the Representative’s travel arrangements, including preparing the travel authorization form, purchasing airline tickets; securing hotel accommodation, and requesting transportation to and from airport  and preparing Representative’s expense reports

· Receiving, maintaining a database and distributing incoming documents and mail

· Monitoring correspondence coming in through the office’s general e-mail and forwarding to staff 

· Validating and monitoring official and personal monthly billing statement of office telephone lines, mobile phones, faxes, courier airway bills and translation bills

· Maintaining a daily cash receipt log 

· Preparing weekly pouches

· Sending, receiving, distributing and maintaining a chronological files for incoming fax 

· Welcoming Company visitors, attending to their inquiries and directing them to appropriate staff

· Answering incoming telephone calls and forwarding inquiries to staff members

· Maintaining and updating files and re-structuring filing system 

· Generating and Updating a directory of the office general contact list  
Skills

· Use of Windows, Microsoft office and Internet.
· Excellent communication skills, presentation skills and technical writing.

· Languages: Arabic (Native), English (Fluent) and French (Fair)
· Typing (50 words/min)

Administrative, Answer Phone, Appointments, Budgeting, Communication, Computer, Confidentiality, Correspondence, Database Management, Diplomatic, Discretion, Events, Event Planning, Filing, Flexibility, Greeting Visitors, Problem Solving, Self-Motivated, Team Player, Time Management,    
Courses:

· Executive Secretarial Studies: in AUC, January 28, 2007 – July 30,2008, studying:

Office Administration, Business Reporting Conference Management, Communication Skills, Integrated Business Computer Studies, Public Relations and Advanced Word Processing.
· Computer Courses: in Synergy Professional Services, in Microsoft Word, Excel and Outlook in July, 2005. 

Personal Data

· Date of Birth: 10/9/1965
· Place of Birth: Alexandria-Egypt

· Nationality: Egyptian

· Marital Status: Divorced 
References:

· Furnished upon request 

