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Career Objective
Seeking an employment in the field of my specialization, where I can continue to develop my current skills base, expand my skills and honor my responsibility to achieve and maintain the highest level of professional competence.

Personal Data
· Gender :Female 
· Marital status: single 
· Nationality: Jordanian 
· Date and Place of Birth: Jun.28.1981 (Al-Kuwait). 

Educational Qualifications
· Diploma in computer Data Base Design-Al-Quds Open University 
· General Secondary Certificate-West Bank 2001-2002. 

Experience
· Own business (make-up & personal care shop) since 2012 up to date: 
Job description: 
Selling all things regarding beauty, health products, make-up, accessories & Fashions.
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· Now I’m working in J&P (Joannou & Paraskevaides- Overseas) since 01/07/2010 up to date as Document Controller. 
Project: Queen Alia International Airport (New Terminal)
Job description:
· Controls issuance of document numbers, including maintenance of proper document registers for detail engineering or construction engineering project 
· Maintains specifically assigned project database/s 
· Ensures proper document classification, sorting, filing and proper archiving. 
· Reviews completeness of documentation and prepares document transmittals. 
· Performs document quality check in accordance to Company engineering document control procedures 
· Performs file backup to ensure proper storage and archiving of electronic registers 
• Jordan Projects for Tourism Development since  21/06/2008 -30/06/2010 as:
a) Office Manager for owner representative office. 
b) Admin Assistant for Human Resource Dept. 
c) Executive Secretary for Resort General Manager. 
Job description:
· Maintains office services by organizing office operations and procedures; preparing payroll; controlling correspondence; designing filing systems; reviewing and approving supply requisitions; assigning and monitoring clerical functions. 
· Provides historical reference by defining procedures for retention, protection, retrieval, transfer, and disposal of records. 
· Maintains office efficiency by planning and implementing office systems, layouts, and equipment procurement. 
· Designs and implements office policies by establishing standards and procedures; measuring results against standards; making necessary adjustments. 
· Completes operational requirements by scheduling and assigning employees; following up on work results. 
· Keeps management informed by reviewing and analyzing special reports; summarizing information; identifying trends 
· Manage the department's petty cash and stationery. 
· Prepare correspondence, reports and presentations. 
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· Modern Paints & Chemical Industries Company from 01/09/2006 – 01/09/2007 as decoration designer & sales. 
Job description: 
· Help customers to choose the most suitable decoration and colors 
· Sell and marketing the company products 
· Solve customers complaints and problems 
· Increase company' revenue 
· Maintain high quality service for all customers. 
· Address customer and management satisfaction issues promptly 
· Aqaba Gulf Hotel as Receptionist from 03/2005-06/2006: 
Job description:
· Serve visitors by greeting, welcoming, directing and announcing them appropriately 
· Answer, screen and forward any incoming phone calls while providing basic information when needed 
· Receive and sort daily mail/deliveries/couriers 
· Maintain security by following procedures and controlling access (monitor logbook, issue visitor badges) 
· Update appointment calendars and schedule meetings/appointments 
· Perform other clerical duties such as filing, photocopying, collating, faxing etc 
· Optics Toffaha Group from 01/1998 – 08/2003 as a Branch Manager. 
Job description: 
· Direct all operational aspects including distribution operations, customer service, human resources, administration and sales 
· Assess local market conditions and identify current and prospective sales opportunities 
· Develop forecasts, financial objectives and business plans 
· Meet goals and metrics 
· Manage budget and allocate funds appropriately 
· Bring out the best of branch’s personnel by providing training, coaching, development and motivation 
· Locate areas of improvement and propose corrective actions that meet challenges and leverage growth opportunities 
· Share knowledge with other branches and headquarters on effective practices, competitive intelligence, business opportunities and needs 
· Address customer and employee satisfaction issues promptly 
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· Adhere to high ethical standards, and comply with all regulations/applicable laws 
· Network to improve the presence and reputation of the branch and company 
· Stay abreast of competing markets and provide reports on market movement and penetration. 
· Help customers to choose the most suitable decoration and colors 
· Sell and marketing the company products 
· Solve customers’ complaints and problems 
· Increase company' revenue 
· Maintain high quality service for all customers. 

Skills
· Personal Skills 
· Ability to work under pressure, Ready to work extended hours when necessary. 
· Reliability and Trustworthiness, Honest and moral character. 
· Proactive and Effective communication skills. 
· Teamwork abilities, Good presence, self-confident. 
· Demonstrates communication and interpersonal skills as they relate to interaction with students. 
· Ability to handle tasks efficiently and in punctual manner. 
· Adheres to organization procedure and rules. 
· Using Computer Programs, Galileo, FBM system and Oracle. 
· Professional by using computer skills. 
· Leadership and human resources management skills 
· Private Driving License. 

Language efficiency
· Arabic: Native 
· English: Very Good Command in reading, speaking, writing. 

Additional Notes
· I am looking forward to a successful association and would appreciate the opportunity of a personal interview to discuss over the facts to my background and how my experience would be mutually beneficial. 
· Thank you for your consideration, and I will look forward to your response. 

References available upon request
P.S: please contact me by e-mail if the cell phone unreachable.
