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____________________________________________________________

Career Objectives:

To undertake a challenging job within the administration field, where my organizational, technical and interpersonal skills can be utilized and developed.
__________________________________________________________

Profile Summary:

· A highly organized, efficient, focused, and result oriented individual with more than 14 years of office management, administration, and secretarial experience in a diversified work environment.

· Proven ability to cover multi-tasks and perform under situations involving high pressure (E.g. Office administration, Customer Relations, Public Relations, coordination, Personnel Management, etc).
	· A minimum 6 years of related office administration experience, preferably within an educational institution

· Experience in administrative support to member(s) of the management team

· Previous experience preparing various forms of correspondence, minute taking at meetings, and creating a variety of spreadsheets and reports

· Strong customer service skills, coupled with a high degree of professionalism, diplomacy and confidentiality.
· Competency in use of software programs including MS Office Suite

· Familiarity with operating various forms of office equipment, including switchboard systems, fax machines and photocopiers

· Ability to communicate and build good relationships with students, faculty and administrators

· Well-developed organizational and time management skills are required

· The ability to work independently and make routine procedural decisions

· Ability to work as part of a team in a multi-cultural environment and to effectively cope with pressure within a busy and demanding environment

· A demonstrated willingness to engage in professional development activities in order to develop and improve new and current skills, and to adapt to the evolving needs of the organization

	


____________________________________________________________________________

Work Experience: 









Personal Assistant – Administrative & HR Executive: present
GKFX FINANCIAL Trading Company

Dubai, United Arab Emirates

Achievements: 

Strong communication, organizational, and coordination skills

Ensured efficient and organized administration. 

Effectively established good relations with corporate clients, customers & vendors.
_________________________________________________________________________

Responsibilities: 
Persdonal Assistant:
	· Responsible for day to day operations to ensure efficient support is provided to all line Managers & employees through payroll processing, personal services, and Administration activities.
· Arrange all appointments and management meetings, conferences and board of directors meetings, maintain and schedule calendars.
· Screen incoming telephone calls, letters and e-mails, and filters them based priority and importance.

· Prepare communication briefs on various subjects as required, on behalf of the Executives.

· Maintains the physical and electronic filing systems associated with the office of the Executive.
· Ensures proper documentation, handling, safe storage and easy retrieval of            information
· Managing Visitors & Meetings.

· Manage the calendar for CEO and Executive
· Managing Office & Travel requirements
· Makes travel arrangements for the Executive by booking flights, accommodation and transport as per travel police.
·  Maintains the physical and electronic filing systems associated with the office of the Executive.
·  Ensures proper documentation, handling, safe storage and easy retrieval of            information.
· Attend meetings and take minutes.
· Handling all correspondence letters English/ Arabic.
· Other tasks as enumerated from time to time.
· Schedules and performs word processing and spread sheet activities, formats, revises and prints out final copies of complex documents.
· Responsible for operating and maintaining office equipment, arranges for repairs when necessary. Makes recommendations for a new additional office equipment as appropriate.
· Responsible for developing, implementing and updating office policies and procedures including scheduling appointments, processing mail, answering and ordering supplies.
· Handled disbursement of petty cash and provided monthly account with documentation.
· Reviewed invoices and confirmed payment.
· Process, verify and maintain personal documentation for staffing, recruitment, performance evaluations and classifications of visa, labor card and end of service benefits as per policy labor law repatriation.  Monitor employee files and inquiries and information for personal action. Prepare other documents related to employees. Translate the Websites from English to Arabic.
· Provide Personal and Administrative assistance to the president and the general manager
· General administrative support duties for the president and the general manager.
· Maintain confidential and general files for the above personnel.
· Organise travel and accommodation for senior management and clients
· Administration of facilities/diary for Conference/Meeting rooms
· Organisation of senior management business lunches and dinners
· Organisation of Client or Company outings/functions
· Organisation of external conference bookings
· Coordinate payment of Legal invoices
· Office Manager & HR
· Preare & coordinate documents for employees hiring & employment termination, eg agreements, visa requests, gate passes, office access cards, sponsorship cancellation and repatriation, etc…

· Supervision of Reception and Mailroom assistants.
· Manage Reception area to ensure cover at all times.
· Coordination and Supervision of Office refurbishment as required.
· Organisation and co-ordination of company owned/leased offices/apartments in Dubai.
· Furniture and stationary office supplies.
· Any special projects or duties as required.
· Buildings – Coordinate Air-conditioning, etc. problems.
· Database Management
· Develop and maintain Business Entity and Business Unit Database
· Update database to ensure latest information is recorded accurately at all times
· Collate relevant information from different sources to facilitate accurate updates (e.g. Legal, Finance, Operations)
· Compile and disseminate relevant information to Senior Management at their request
· Provide accurate change reports on a regular basis
· Eliminate waste of whatever form, to suggest the use of more environmentally friendly substances and practices and contribute to the continuous improvement of the environment.



Assistant Manager 








   2003-2012

Hip Hop LLC




Dubai, United Arab Emirates 





Achievements: 

Ensured efficient and organized administration. 
Attained proficiency in handling multiple tasks efficiently & independently. 

Effectively established good relations with corporate clients, customers & vendors.
___

Responsibilities: 

· Handled administrative work (arranging appointments and meetings, arranged travel and visa procedures, and office management).

· Handled purchases from vendors.

· Maintained and managed paper work and records (for employees, inventory, sales, purchases, etc).

· Handled inventory management.

· Handled Renewal/new visas, labor cards, contracts for the personnel.
· Liaised with customers and vendors.

· Recruited and trained sales staff which includes interviewing and selecting candidates, opening of files, reviewing of documentation, preparation of employment contracts, etc.

· Supervised, motivated and monitored team performance.

· Set targets for the team.
· Complete reporting requirements accurately and timely
• Additional duties and responsibilities may be assigned
• Contributes to team effort by accomplishing related results as needed.
• 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
• Make preparations for Band Council and committee meetings
• Maintain an adequate inventory of office supplies
• Provide word-processing and secretarial support
• Type confidential documents on a word-processing system. 
• Implement a new format for all documents/permissions.
• Making accurate, rapid cost calculations, and providing customers with quotations, if required.
Skills
______________________________________________________________________

Personal Assistant - Office manager

Daman Securities (Investment Co.)


 


  1998 - 2001
Dubai, UAE 

Responsibilities

· Responsible for day to day operations to ensure efficient support is provided to all Line Managers & employees through payroll processing, personnel services, and Administration activities.

· Arranged all appointments and schedules. Handled all business queries pertaining to the company’s activities and diverted them to the concerned departments. 
· Ensured efficient running of the full office (handling payroll, invoices, receipts, petty cash, receivables, staff advances, etc...).

· Dealt independently with the customers and understood their requirements.

· Coordinated activities & scheduled work assignments. 

· Handled disbursement of petty cash and provided monthly account with documentation.

· Dealt with vendors and suppliers to maintain premises and renewal of contractual facilities.
· Reviewed invoices and confirmed payment. 

· Monitored and completed end of service formalities, including cancellation of visa, computation of end of service benefits as per policy/labor law and repatriation.
______________________________________________________________________

Secretary 

Tamra Group 

      






1995 - 1997
Dubai UAE 

Responsibilities 

· Handled all secretarial work and assignments. 

· Organized Business meetings & appointments.

· Handled administration duties (employment visa application forms and follow up until completion, file opening for new employees, labor cards, contracts for the personnel of the entire group following up the renewal of Trade Licenses, etc)
· Handled documentation and maintained records effectively. 

· Typed all English & Arabic Communication. 

· Developed and Created Filing system. 

______________________________________________________________________
Education & Qualifications 

- Lebanese High School 

- Certificates in:


1. Computer course at LCSC, Lebanese Computer Studies Center.


2. Data Entry, Basic, Function Operation & Data Control 


3. Standard Training management 


4. Planning & Budgeting 

____________________________________________________________________________
Supporting Skills 
Skills:


-Computer Literacy in Microsoft (Microsoft Office).

-Flexible of good temperament and capable of working under pressure.

-Ability to interact effectively with various people of different nationalities.

Team player.

-Capture new requirements very fast (High self learning ability).

-Hard worker and very serious in work.

- Excellent communication skills
- Good written & spoken English. Fluent in Arabic.

- Computer literacy, Microsoft Word, Excel & Power Point and internet browsing.

- Ability of analysis and problem solving. 

- Organized and system oriented.
Personal Data 

Nationality:


Lebanese 

Marital Status: 

Married 

Residence Status:

Husband's Sponsorship 

Driving License:

U.A.E valid driving license
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