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Objective: 
To do work in a global company where I can meet new people and deal with customers of all nationalities.

Education: 
* Diploma business administration (HR) Program in Al Khwarizmi international College.
* International Computer Driving License Certificate Emirates College of technology Abu Dhabi.
* TOFEL certificate.

* General Secondary Certificate, Ashbal Al Quds School, Abu Dhabi (2007-2008). 
 Work Experience:
Oxford technical services center (May 2014-May 2015)   

·Admin ( executive secretary )  
Review and answer correspondence.

Arrange appointment.

Alert manager about cancelations or new meetings.

Greet visitors.

Typing, using Word, Excel, PowerPoint 

Dealing with post

Maintain management information system.

Scheduling and coordinating meetings.
Managing files.

· Visitor Relation Officer 
Abu Dhabi National Exhibitions Company, Abu Dhabi (February 2012– May 2014). 
To provide a warm and hospitable welcome to all ADNEC customers, visitors, exhibitors, contractors, external suppliers, and ADNEC staff.
To provide information about the ADNEC venue, answer queries and direct visitors to the correct destination. 
Do surveys evolution for visitors and exhibitors in the exhibition. 
Assist in operational requirements and Provide administrative support.
· Data Entry:
General Pensions and Social Security Authority, Abu Dhabi (August 2011– January 2012). 
Read and compare data in the source documents and enter it in a specific type of file in computer.
Correct data entry errors, or report them to supervisors.
Compile, sort and verify the accuracy of data before it is entered and finally organized the files.
. Secretary:

Al Ain Tents Trading, Abu Dhabi(July 2010 – July 2011)
Responsible for providing administrative support to the administrative manager and managing other tasks as assigned by the manager.

  Certificates:

* IDEX 2013 Appreciation Certificate

* ADNEC’s Time to Shine 2012
Specific Knowledgeandtechnology skills:

*OPERATING SYSTEMS:
Windows, 95, NT, 2000 and XP 

*MICROSOFT OFFICE APPLICATIONS:
MS. Word

MS. Excel

MS. Access

Power Point

*COMPUTER SKILLS:
Internet usage

Many software applications

English Typing (Excellent), Arabic Typing (Excellent)

Updated with every new technology in computer and Internet fields

Language Skills: 
* Arabic – Native 
* English – Very Good 
  
Interpersonal skills:
* an ambitious person 
* willing to learn 
* Confident and a great deal of responsibility 
* Love of work and bear the pressure[image: image1.png]



