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WORK EXPERIENCE

2013, September – present: Administrative assistant in HR department Holding
· Dealing With Ad agencies &approving of job advertisements. 
· Assists with recruitment and interview process. 
· Making the contracts for all new joiners as per offer letters. 
· Process employee enrolments and terminations as required 
· Coordinating with immigration department for applicant`s visas, exit permit, cancellation 
· Tickets booking & Travel arrangements. 
· Collect required document from applicants. 
· Coordinating with Accounts department for employee’s payment, settlement... 
· Handling Health Cards insurances. 
· Handling Car insurances. 
· Assist Staff with administrative duties as requested. 
· Maintain office files & confidential records. 
· Prepare Correspondence, reports and documents. 
· Review contracts and agreements. 
· Schedule different meetings and prepare agenda of meetings… 
· Prepare HR reports of attendance, absences, salaries, and other matters of interest to company management. 
· Manage and maintain proper filing of employee personal, educational and professional details 
· Prepare employees letters needed for external parties. Governmental organizations… 
· Prepare overtime sheet for the employees. 
2014, December – 2014, March: Tournament Assistant QATAR TENNIS FEDERATION (QTF)
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2012, May – 2013, May: Assistant Sales Manager
Grand Regal Hotel ( Merweb Hotel Previously) Doha, Qatar
(underKatara Hospitality formerly Qatar National Hotels Company)
· Compile and analyse the market for the first business plan, develop sales strategies, create and develop marketing plan. 
· Handling the day to day sales, marketing, and online sales interfering with all online booking engines with contracting, creating the hotel profile, and following up the hotel rates and availability online day to day, 
· Day to day outdoor sales calls, presentations, quotes, revenue and banquets 
· Develops sales by making initial presentation, explaining Product and services offered. 
· Closing sales by overcoming objections and preparing contracts. 
· Sell hotel guestrooms groups, catering services, and banquet facilities through direct client contact to maximize total rooms revenues and profits. 
· Establish client base of organizations, associations, social, and corporate businesses through direct outside and inside sales effort for the purpose of securing business for the hotel to ensure that predetermined sales expectations are met and exceeded. 
· Develop and maintain relationships with key clients in order to produce group business 
· Negotiate guest room rates, meeting room rental, function space, and hotel services within approved booking guidelines. 
· Confirm in writing to the client all requirements via sales contract. 
· Conduct tours of the hotel and banquet facilities; entertain qualified potential clients in accordance with company and property policies and procedures. 
· Respond quickly to guest requests in a friendly manner 
· Follow up to ensure guest satisfaction 
Executive Secretary
2011, August – 2012, January
Authority of Election Tunisia
· Coordination & Implementation of office procedures. 
· Supervise the work of junior staff. 
· Dealing with telephone and e-mail enquiries. 
· Creating & maintaining filing system. 
· Arranging meetings/appointments and organizing staff traveling. 
· Using a variety of software package such as Microsoft Word, Outlook, Power Point, and Excel. 
· Booking conference facilities (arranging both internal and external events). 
· Attending meetings, taking minutes and keeping notes. 
· Sorting and distributing incoming post and organizing and sending outgoing post. 

| P a g e 2
	[CURRICULUM VITAE]
	

	
	
	


· Organizing and storing paperwork, documents and computer based information. 
· Photocopying and printing various documents, sometimes on behalf of other colleagues. 
· Handling daily expenses, Petty cash, invoices. 
· Preparing business letters (Arabic, English, and French). 
2010, July – 2011, July: Secretary
Real Estate Housing Agency (Ministry of Equipment and Housing) – Tunisia
· Verifying the requested documents for registration. 
· Informing the clients about registration’s update. 
· Organizing the documents of clients individually. 
· Handles inquiry calls according to departmental procedures. 
· organizing and storing paperwork, documents and computer-based information 
· Maintain schedules and follow ups. 
· Respond to public inquiries. 
2009, June – 2009, August – IDRISSI Office Expert Account.
· Organizing invoices / handling telephone calls/ data entry 
EDUCATION

2006/ 2010,   Higher Institute of Management /Sousse - Tunisia
· Bachelors Degree of science in Management. 
· Dissertation topic: the effect of the staff motivation on the quality of work. 
· Mention: very good 
2004 / 2005,   High School /Siliana - Tunisia
· Economics and management specialist 
· Mention: Good 
PERSONAL BACKGROUND

Date of Birth:  21st August 1986
Place of birth: Siliana, Tunisia
Nationality: Tunisian
Marital Status: Single
Personal Profile: disciplined, proactive, optimistic, goal-oriented, friendly, initiative, Reliable, lively and adaptable professional with a background in education. A self-starter, equally comfortable as a team player or leader. Well developed communication and inter-personal skills. Looking to join a progressive organization that effectively utilizes my professional experience and offers opportunities for advancement.
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Computer Skills:
Knowledgeable in Microsoft Office programs (Word, Excel, PowerPoint, Outlook…), OPERA System, NAV…
Courses:
· ICDL (International Computer Driving License) 
· First Aid training 
· Quality Management System (ISO 9001:2008) 
Languages:
·Arabic: Mother Tongue
·French: good skills, both written and oral ·English: Fluent good skills, both written and oral
Certification Course in English TOEIC (Test of English for International Communication).
Interests:
Outside work I have a general interest in the arts and regularly visit exhibitions, galleries, theatres and cinemas, I also enjoy travelling, reading, jogging, camping and cooking, Sports.
Driving License:
Tunisian and Qatari Driving License
REFERENCES

Upon Request
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