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OBJECTIVE

I desire to join as Human Resource In Company that has vision for growth and advancement. I have extensive years of experience and knowledge at senior capacities, which I believe would be an asset to an organization that aims for progress. In the long term, I aim to reach my full potential and further my growth with your team that will factor in the firm’s advancement.

EDUCATION & QUALIFICATION

Professional Bachelor in Business Administration (Human Rescores)                                                       Still Studying 

 Diploma in Interior Design                                                                                                                                  Feb 2009
Ticketing course from IATA/UFTAA authorized training center 



Feb 2007

Familiar with computer reservation system (CRS) and Global distribution system (GDS) which is required to issue E-tickets
Have knowledge of Galileo information system (GIS) which is used to retrieve more specific information about various subjects. Such as customs regulation, public holidays in different countries and trade news.

High school completed U.A.E  






Jun 2005

PROFESSIONAL EXPERIENCE AND SIGNIFICANT ACHIEVEMENTS
Certis LLC Security Services: (In Abu Dhabi)                                   from 25/09/2011 working so far
HR Executive:

· In charge of recruitment process 
· In charge of On boarding.
· In charge of Resident visa + insurance + labor process.
· In charge of off boarding (Termination + Resignation).
· In charge of final settlement + booking Tickets. 
· In charge of renewal process.
· In charge of all other usual process for HR department (NOC + salary certificate + Change of status + warning letters + leave status + Memo for the staff + saving the passports)
Personal Assistant + Secretary for General Manager                                                 
· In charge of all appointment of the General Manager.
· In charge of all the Correspondence letters (English and Arabic) to the government or to the private companies.
· Cooperating with the Administration and HR to solve all Security problems.
· Translating of all government letters + Arabic Contracts (Arabic to English).
· Become a focal point between all departments and the GM’s office.
· In charge of Epro system (relative with the labor department), taking care of all data of the Security’s. 
· In charge of everything in GM’s office (organizing all document, contracts with our clients).
· Fix the meeting with the staff or with any client.
· Prepare the presentation about the company services to the clients.
Western Region Municipality (In Abu Dhabi)                                                           from 07/06/2010 up to 01/07/2011                                

Administrative Assistant
· In charge of all the Correspondence letter (English and Arabic) to the government or to the private companies.  

· Drafts routine letters, memo & e-mails for supervisor’s signature.
· Work with Maintenance Department in WRM (filing, Preparing Assignment Orders, Work Orders, FAC, Material approval & Sub Contractor Approval Letters).

· Minutes of Meeting.

· Receives incoming mail, opens, stamps, attaches references as necessary and passes to supervisor.
· Talking care of the schedule for the Direct Manager.

· Making all kind of logs in Excel sheet for the follow up with the Engineers in the Maintenances Filed.  
Alshaya Retail Company                                                                  from 16/05/2009 up to 30/05/2010            one year

Reception and Operator
(Green Valley) Real State for 



 from 01/12/2008 up to 30/04/2008 
         four Month 

 Secretary

· Provide office support services in order to ensure efficiency and effectiveness within the Company 

· Receive, direct and relay telephone messages and fax messages

· Direct the general public to the appropriate staff member

· Maintain the general filing system and file all correspondence

· Assist in the planning and preparation of meetings, conferences and conference telephone calls

· Maintain an adequate inventory of office supplies

· Respond to public inquiries

· Provide word-processing and secretarial support

· Provide administrative services for the board of directors.

· Prepare correspondence, reports, and materials for publications and presentations. 

· Create, transcribe, and distribute meeting agendas and minutes. 

· Answer telephones and handle in appropriate manner. 

· Meet and greet clients and visitors. 

· Perform general clerical duties to include but not limited to: photocopying, faxing, mailing, and filing. 

· Maintain hard copy and electronic filing system. 

· Coordinate project-based work
(New Life Style Clinic) 
                         from 01/04/2007 up to 01/11/2008 
     almost Two Years

Executive Secretary & Personal Assisting

· Talking care of the appointment between the patient and the doctors.

· Explaining the services in the clinic to the customer.

· Answering all the calls in the four departments. 
· Personal assistant for the owner, booking the air ticket for him with his guest , hotels, restaurants,……etc 

Etisalat


       from 01/04/2006 up to 01/3/2007 


 One Year
· Customer Service Officer 

Union Cooperative 


      from 01/11/2005 up to 01/02/2006         
               Three Month 

· Sales Promoter   
Operah Tourism Company 


from 01/07/ up to 01/10/2005

Three Month

Telemarketing 
· Calling the customer and present for them the company profile.

· Talking appointment with the client. 

· Convince the client to take the package for the company.   

SKILLS & OTHERS
Proficient in:

· Proficient in MS Office Package User i.e. PowerPoint & Word

· Operating Systems: Windows 95/2000/XP/7.
· English & Arabic Typing
Executive secretary and computer application certificate




 Oct - 2005

· Perform a wide variety of complex, responsible and confidential Secretarial and administrative duties for the General Manager and various other affairs of UCS.

· Initiate and maintain a variety of files and records for information related to General Manager’s

· Office; maintain Budget, Purchasing, and other records to assist in the management or administration of department programs; ensure proper filing of documents in departmental or central files ; maintain and update resource materials

Qualification Highlights:
· Highly flexible and adaptable to changing organizational needs;

· Possess strong analytical and assessment skills;

· Self-driven and motivated individual, full of ideas to share;

· Experienced in dealing with different kind of people and responsibilities as well;

· Personal qualities such as confidentiality, sincerity, dedication, hard working adaptability, willingness accept 

Diversion, appreciation of unique challenges in administration & marketing .Ability to work groups and commitment 
towards discharging of professional growth;
LANGUAGE

Fluent in: 

English, Arabic, Somali, (Written - Spoken)
PERSONAL


Date of Birth

:
Year - 1984
Nationality

:
Somali
Gender


:
Female
Civil Status

:
Single
Driving License

:
Valid UAE D.L

REFERENCES
Available upon request 

Page 1 of 3

