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LANGUAGE SKILLS
· English   : Fluent
· German   :  Beginner
· Arabic   :  Moderate
MY BOOKS
Working on the Novel’s

· Evolution

· The band of Enigma

PERSONAL SKILLS
· Friendly behavior and Creative and Proactive attitude

· Quick learner and hard working
· Excellent verbal and written skills

· Good listener, Honest and Soft Speaker
· Excellent Management Skills with Good capabilities of Team working

· Experience in leading and managing team

· Strong intra cultural skills and problem solving
· Well Understanding of the tendering process
· People management skills (to handle 3rd party service providers)

· Flexible and reliable with regards to working time and schedule.

· Maintain a smart appearance at all times

· Skilled in Planning, organizing and completing work on/before time.

EDUCATION
2009 Al Manahil Private School (British Curriculum - Cambridge), Al Ain, UAE
International General Certificate of Secondary Education 

· Biology – A Grade

· Physics – B Grade

· Chemistry – C Grade

· English – C Grade

· Maths – D Grade

· I.T – E Grade 
International Training Academy – Sabre & Amadeus
EFST Food Handling Safety Program

WORK AND EXPERIENCE 
Customer Service at Dubai Holding Group LLC (Zara)
· Maintain Well Relation with Customers and Assist them in according to any Assistance Required.

· Maintain and coordinate the Floor to suitable Merchandising Direction

Independent Representative (IR) at Q-Net
· Boost the Sales for the selected equipments; Issued by the Management 
Etisalat E-life Customer Internet Service
· Create Awareness about the Offers available and attract, convince customers to best reliable offer.
Ethos Customer Satisfaction Survey
· Create Rapid Surveys about Stores, Hypers, and analysis and prepare reports.

Agthia – Al Ain Food and Beverage
· To coordinate and supervise the Facility Mgmt. team in order to ensure a smooth and efficient operation of the Headquarters. This includes in particular also the handling of the Reception but also the day to day tasks of office management and schedule / supervision of Cleaners, office boys and administration staff in close cooperation with the
Procurement and Divisional Head –HR/Admin Manager.

· Evaluation: Evaluate proposals for Business Plans, CAPEX, OPEX,Special Projects and Renovations Budgeting and cost control measures, Monitoring Budget vis a vis variance.
Supplier Contracts: Review Major contracts with suppliers and service providers

· Acting as info-hub for providing administrative related information and supervising overall administrative activities. Vendor management- Oversee acquisition, installation and commissioning of equipment that are required for the facility - IT Systems, air conditioning etc.

· Planning and preparing monthly reports pertaining to finance and QHSE required for maintaining office infrastructure, facilities and Site Standards.

· Assisting the department in project management, cost optimization and implementing business expansion plans.

· Support in all routine purchasing activities related to the office (stationary, pantry supplies, insurance, rental cars, limo service, etc.)

· Event Management, organizing meetings, conferences, making travel arrangements and hotel reservations for guests & foreign delegates.

· Upkeep of office administrative facilities and ensure availability of daily miscellaneous requirements to provide harmonious work culture to employees.

· Adept at managing administrative activities, purchase of equipments, maintenance, procurement of office tools, Manage office housekeeping, safety, security, employee induction etc.

· Conduct regular site inspections to assess, review, implement corrective actions through to resolution.

· Coordinate procurement of services, including quotation & proposal requirements, scopes of work, and service level agreements

· Ensure all assets are maintained to the recommended standards. 
