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OBJECTIVE

I am seeking a challenging position at a well reputable organization where I can apply my skills, capabilities, knowledge and further enhance my career.
PERSONNAL INFORMATION

· Nationality
: 
Egyptian 

· Date of birth 
: 
July, 6th 1979

· Place of birth 
: 
Cairo

· Marital Status
: 
Married 

EDUCATION
· Master of Business Administration (Marketing Track) 


May, 2008



        Arab Academy for Science & Technology - Graduate School of Business, Cairo, Egypt

        Overall Grade: Excellent 

· Bachelor Degree in French Language and Literature



1996 – 2000
        Faculty of Arts - French Department, Cairo University

        Overall Grade: Good
· IBM Diploma on E-Commerce Designer 





2000 - 2001

· Certified CIW E-Commerce Designer

· Certified CIW Associate: Network fundamentals, Internet, Web pages Authoring Fundamentals

· Alliance Française “Diplome de Langue française” 




1995
        French Educative Ministration " – Paris 
· SAITE-ANNE School    (French Secondary Grade) 




1993 – 1996
· BON-PASTEUR School   (French Preparatory Grade)




1983 – 1993
PROFESSIONAL EXPERIENCE

1. Executive Assistant & HR Generalist - Legal and Special Assets Division
Aug. 2010–Oct.2010
Commercial Bank International PSC (CBI), Head Office
Dubai, United Arab of Emirates
Commercial Bank International PSC (CBI), founded in Ras-Al-Khaimah in 1991, and is now one of the leading financial institutions in the U.A.E. with a unique brand personality and commitment to provide customer oriented solutions and services, CBI continues to build on its competitive advantage while widening its customer base and maintaining a high level of business growth. CBI has two subsidiary companies in the UAE - Takamul Real Estate (TRE) and International Financial Brokerage (IFB).

Responsibilities: 

· Receiving and communicating all legal advices produced by the Division Manager to other group divisions and departments of the bank on a regular basis for all legal matters, along with documenting and clarifying technical issues. 
· Provide assistance, guidance, clarifications and instructions of the Legal Affairs Department (LAD)  in view of the Bank’s interest

· Retaining updated records of all correspondences between LAD and other CBI (Commercial Bank International) such as units, suppliers, authorities and regulatory entities.

· Managed and updated reports on court cases.
· Managing Shareholders files, requests and inquiries. Receiving and sending monthly reports concerning shareholders issues.

· Drafting correspondences to ADX, SCA and UAECB through proper electronic links by maintaining all required access with these entities.

· Supporting LAD team on coordinating with the HR Department for all LAD requirements and maintained updated files for all team members.

· Supporting MLA (Legal Affairs department’ Manager) in all matters concerning Board of Directors meetings and retaining updated record for all board members

· To handle- in excellent communication skills – all requirement of directors in absence of MLA

· Safe keeping of Board documentation ( minutes/ resolutions/ correspondences) with high secrecy 

· To execute all required translation tasks

· Prepare related special assignments as instructed by the MLA

· Perform any other duties or responsibilities consistent with the employee Role and assigned by the management
2. Office Manager-Software Engineering Competence Center (SECC)         Aug. 2002 - June 2010
Information Technology Industry Development Agency (ITIDA)- Smart Village

Ministry of Communications & Information Technology (MCIT)

Cairo, Egypt

SECC is a governmental entity specialized in software engineering. Its mission is to support and promote the software development industry in Egypt to compete globally. 

Responsibilities: 

· ​Routine secretarial duties that are correspondence & coordination of meetings, day to day administration work, filing, report preparation etc.

· ​Take shorthand dictation and documenting work of the organization’s chairman.

· ​Translate from English to Arabic and vice versa

· ​Prepare presentations of the organization’s chairman

· ​Responsible for the monthly report of organization’s activities 

· ​Assist in preparing organization’s News Letter 

· ​Coordinate among different departments

· ​Act as a link between staff and other organizations and interact with external clients when required

· ​Manage contacts database, schedules & filing work for the chairman’s office

· ​Manage official expenses, confidential documents /files of the chairman 

· ​Screening of Calls/Mail/Fax/E-mail of the chairman

· ​Organize for Board Meetings & prepare agendas, minutes/ notice/ reports preparation and maintaining records etc. 

· ​Handle in-bound & out-bound correspondence /courier and maintaining the registers

· ​Coordinate for administrative and logistics arrangement (Hotel, Travel etc) of the chairman

· Committee coordinator for a number of specialized committees          

· ​Participate in reviewing and amending organization's business plan
3. Office assistant at Cairo Capital Group




 Oct. 2001 – Aug. 2002

Cairo, Egypt

Cairo Capital Group is an Egyptian Shareholding Company provides high quality customized financial services in the fields of asset management,  Corporate finance and Investment banking in Egypt and the Middle East.

Responsibilities: 

· Receiving and communicating all instructions produced by the company’s Manager to the staff, divisions and departments on a regular basis. 

· ​Responsible of Human Resource related activities which include staffing logistics; performance management and improvement tracking systems; employee orientation; maintaining employee files and the HR filing system

· To execute all required translation tasks

· Handle related special assignments as instructed by the Manager

· Perform any other duties or responsibilities assigned by the management.  

4. Training Coordinator at IBM / CPS 




Feb. 2001 – June 2001

Computer Professional Services - Training Centre 

Cairo, Egypt 

Responsibilities: 

· ​Schedule courses, class attendance and Test scores

· ​Prepare training material on power point presentations

· ​Handle registration, certification and evaluation logistics

· ​Organize seminars, workshops, conferences
5. French Teacher - El-Orouba Languages School 



Jan. 2001 - May 2001


Cairo, Egypt
SKILLS 
· ​Excellent experience with Office 2000 / XP ( Word, Excel, Power Point, Outlook, Internet search )

· ​Excellent typing skills (English and Arabic)
· Problem solving

· Multitasking

· Excellent communication skills

· Excellent time management

· Self confidence 

· Excellent analytical skills
TRAINING 

· English Courses at the American University in Cairo (AUC) 

· Basic IT courses: Introduction to Computer and operating system, Windows and office 2000, Internet fundamentals, C fundamentals, and web page authoring fundamentals

· English for Business and Technical Use 

· Management and Marketing Skills : Project Management fundamentals, Small Business, and Principles of Marketing Management 

· Programming Core: Data Structure & Algorithm, Database concepts and Design, C&C++ programming language, Object Oriented Analysis & Design, JAVA programming, Advanced JAVA, Visual Age for JAVA

· Training course on “Negotiation Skills” - offered by Ministry of Communications and Information Technology-MCIT held on ( 8 – 10 March, 2005 
LANGUAGES

Arabic, English, and French

REFERENCES
· Available upon request
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