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	Work experience  ( 10 Years of Experience )

	
	Sep.2013–Till Present        Sport Team Company,                                  Riyadh, Saudi Arabia

Position<< Admin Assistant& Import Researcher Specialist >>

On line
►
Document shipments to ensure that they are in compliance with customs rules
             and regulations. 
►
Track the location of the shipment.. 
►
Prepare goods for shipment, using the best, most economical 
             packaging. Transportation, warehousing, or distribution of goods may also be 
             a job duty of the import-export specialist. 
►
Responsible for arranging shipments, preparing and confirming order 
             approval, handling pricing information, and releasing invoices.. 
►
Help with shipping, receiving and record keeping for international transactions. 
►
Most of their working day is spent in an office atmosphere as they verify that
             all documentation adheres to import-export policies and laws.
►
Customer service and negotiation skills to deal with the demands of overseas
              and local clients.
►
Familiar with the legal requirements regarding importing and exporting 
             shipments, as well as their company's internal procedures.
►
Facilitating the purchase or sale of products between domestic and 
             overseas companies.
►
Arranging foreign distributers, advertising and marketing a product 
             overseas, shipping the product and organizing budgets and invoices.
Jan.2012–Sep.2013        Makka Soft for Programming,                                   Giza, Egypt

Position<< Admin Assistant& Editor( Spanish & English Language ) >>

Publishing Department
►
Knowledge of the structure and content of the Spanish language
             including the meaning and spelling of words, rules of composition, and grammar.
►         Using the adobe premiere pro cs5 & Adobe Photoshop cs5.
►         Supervises receptionist, delegates projects as appropriate, and assures coverage
            of switchboard in receptionist’s absence.
►       Prepare, rewrite and edit copy to improve readability, or supervise others who do this
           work.
►       Read copy or proof to detect and correct errors in spelling, punctuation, and syntax.
►       Plan the contents of publications according to the publication's style, editorial policy,
           and publishing requirements.
· ►       Compose correspondence/reports for own or manager's signature.
· ►       Arrange essential mail in priority action order for boss.
►       Prepare agenda in advance
►       Arrange meeting facilities
►       Act as recording secretary; prepare action minutes
►       Confidentiality

►       Perform to earn boss's full confidence.
►       Assure discreet handling of all business.
►       Compose correspondence/reports for own or manager's signature.
►       Arrange essential mail in priority action order for boss.
►       Check deadlines on incoming requests and put preliminary work in play.
►       Process replies on own initiative or from bosses' dictation or notes.
· ►       Research, draft or abstract reports.
May.2013                Bullfinder.com Company                                     Dubai, UAE

Position<< Customer Support cum Receptionist >>

►        Prepare and manage correspondence, reports and documents.

►        Inbound and outbound corporate communications.

►        Customer support functions-handle calls, complaints and related proceedings.

►        HR activities and related assistance.

►        Organize and coordinate meetings, conferences, travel arrangements.

►       Take, type and distribute minutes of meetings.

►       Implement and maintain office systems.

►       Maintain schedules and calendars, arrange and confirm appointments.

►       Organize internal and external events.

►       Handle incoming mail and other material.

►       Communicate verbally and in writing to answer inquires and provide information.

2007– 2011               Concord For Touristic Investment                                    Giza, Egypt
Project : Hilton Marsa Alam
Position <<Assistant Human Resources Manager & Office Manager>>
· Answering Maintains personnel files in compliance with applicable requirements. 
· Filing, mail distribution and use of a computer usually are necessary.
· Keeps employee records up-to-date by processing employee status changes in timely fashion.
· Processes personnel action forms and assures proper approvals; disseminates approved forms.
· Maintains budget spreadsheet that includes salaries, payroll taxes and fringe allowances.

· Prepares paperwork required to place employee on payroll and establishes personnel file.
· Assists in hiring process by coordinating job posting on Web site, reviewing resumes, performing telephone interviews and reference checks.

· Ability to maintain a high level of confidentiality.
2004– 2006               Hilton Sharm Dreams Vacation Club                                   Giza, Egypt
Position <<Customer Service Coordinator>>
· Deal directly with customers either by telephone, electronically or face to face.
· Respond promptly to customer inquiries.
· Handle and resolve complains.
· Obtain and evaluate all relevant information to handle inquiries and complaints.
· Process orders, forms, applications and requests.
· Keep records of customer interactions and transactions.
· Record details of inquiries, comments and complaints.
· Manage administration.
· Communicate and coordinate with internal departments.
· Follow up on customer interactions.

	Education

	
	2000 - 2004
Faculty of Arts, Cairo University                                        Cairo, Egypt
Bachelor Degree of Arts
· Majored in Spanish Language. ( Graduation Degree: Good ) 

	Languages

	
	· Arabic      Mother Tongue

· English     Very Good in both Writing & Speaking
· Spanish     Very Good in both Writing & Speaking

	COMPUTER SKILLS


	
	· Preparing the ICDL Certification.

· Very Good accuracy in Typing in both English & Arabic. 
· Excellent Knowledge of Word, Power Point, Excel, Access & Internet Explorer.

	PERSONAL SKILLS

	
	· → Knowledge of evaluation and assessment of student progress.
· →Have good communication skills and great organizational skills.
· → Good customer relations skills.
· →  Have good sense of management.
· →  Be able to use differentiation and engagement strategies.
· →  The ability to motivate people.
· →  Decision-making ability.
· → Accuracy with record keeping.
· → A responsible attitude.
· → Good observant, imagine alternatives.
· → Easily adapt to new work environment.
· → Ambitious personality, can work under pressure.
· → Excellent communication skills, pleasant personality and love interacting with people. 
· → Handle difficult customers in the most professional manner.

	courses received

↔ Have a Courses in the Abro–American Culture Center – (Cairo University)
     (Majored in the Spanish Language – Conversation Course)
PERSONAL INFORMATION

	
	Date of Birth: 30/09/1983
Marital Status: Married
Military Status: Not Applicable
Nationality: Egyptian

	interestS

	
	 Reading, Learning new languages & Travelling.


