	
	


              
Profile:
A highly motivated and results driven individual who has got more than six years of experience in administration and accounting tasks including preparing statements, monitoring and recording actual results and ensuring compliance with regulations. Having exceptionally creative and result-oriented also the ability to handle complex assignments effectively and possessing the confidence to work as part of a team or independently with great background in meeting and administration work.

Skills:
	Office Management

Team working
Multi-tasking and organizational 
Meeting & Event Planning
	Report & Document Preparation

Accounts Payable/Receivable

Advanced Computer Skills – Office

Inventory Management



Work Experiences:
Global Pioneers Real Estate Investments, L.L.C.                                               UAE

Office Manager, from December 2010 till now
Key Responsibilities:
· The first contact point between the manager and others
· Deputize for the manager; make decisions and delegating work to others in the manager's absence.

· Ensure all corporate and local regulations and procedures are met and complied.

· Devise and maintain office system include data management and filing system.

· Liaise between departments. 

· Provide the manager with summarized reports on day to day business.

· Attend to inquiries, Prepare quotations and follow up.

· Schedule and organize diaries and manager’s appointments.

· coordinate all office functions and help the manager to make the best use of his time by dealing with secretarial and administrative tasks

· Review operating practices in the office and implement improvements where necessary.

· Organize and attending meetings.

· Manage travel arrangements.

· Handle the petit cash of the office.

· Arrange & follow up PRO Works (Visa, Medical Insurance, car license, license comp. and others).

· Prepare staff payroll.

· Use WPS system for transfer from account to another account.

· Use the accounting system “Peachtree”.

· Follow up bank financial matters (company or personal).

· And other Duties as required.

Abu Dhabi Motors (BMW)                                                                                  UAE

Customer Service – Sales Support, from February 2007 till November 2010
Key Responsibilities:
· Receive customers’ calls and solves their problems.
· Coordinate between the customers and the workshop.

· Maintain electronic filing system.
· Timely response to outlook correspondence.

· Send messages to the customer. 
· Assist in new product launch.

· Assist in market study.
· Provide the customer satisfaction. 

· Invoicing. 

· Write letters & memos.

· Report to the service manager.

City Bank                                                                                                                            Egypt
Accountant, from August 2006 to January 2007
Key Responsibilities:
· Arrange statement of account for the customers.

· Open new current accounts

· Make credit card & check book.

· Data entry for any transfer or change in account.

· Prepare the Petty Cash Claim.

· Check invoices.

· Check all bounced checks. 

· Check Stock Receipt Vouchers.

· Trained as an assistant teller.

Sobik for Diamond Stones                                                                                                Egypt
Secretary, from February, 2005 – July, 2006
Key Responsibilities:
· Follow up the filling circulation.

· Maintain electronic filing system.

· Timely response to outlook correspondence.
· Receive the customer calls and solving their problems.
· Handle incoming & outgoing mails & faxes.

· Write and prepare wording of letters & memos.

· Receive phone calls and arrange appointments.

· Manage the manager’s travel arrangements.
ART for Satellites Channels                                                                                          Egypt
Customer Service, from April, 2004 – January, 2005

Key Responsibilities:
· Receive customers’ calls 

· Create a new customers list from the old customers.

· Received customer calls and complains.

· Renew the contracts.

· Telemarket the new promotions.

· Solve some technical problems.

· Data entry.

· Process bills.

Education:
Cairo University, Egypt.                                                                             May, 2006
Bachelor Degree in commerce

Languages:

English:

Fluent

Arabic:

Native (Mother Tongue) 


Training Courses:
Customer Service:

ART

Customer Satisfaction
Abu Dhabi Motors - BMW

Computer skills: 

International Computer Driving License (ICDL)

CMA:



in process.

Personal Information
Date of birth:    22.07.1984
Gender:            Female 

Nationality:      Egyptian

Military status: Single
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