Date of Birth: 10 December 1980 | Marital Status: Single | Nationality: Egyptian


General Objectives
A dedicated and flexible team player who thrives on a challenge and perform effectively under pressure.  A hard working individual who exudes energy, drive and genuine enthusiasm.  Receptive to feedback and act upon good advice.  A self-motivated and organized professional with over 10 years' experience providing thorough and skillful support to department Managers/Directors.  My Professional objective is to enhance my skills and constantly striving for development. Strong background in Business Administration and Development, Project Management and Reporting & Analysis.
EDUCATION 
M.B.A.: Management Information System                                                                      Jan 2010 – Present     
ALHOSN University. –UAE 

· Coursework in Managerial Accounting and Corporate Financial Management

· Coursework in Management Information Systems

· Coursework in Business and Public Law, and Legal Ethics

· Strategy and Problems in Management Courses

· Current GPA: 3.2
B.B.A:  Management Information System                                                                    Jan 2005 - May 2009

ALHOSN University – UAE
· Coursework in Accounting, Finance, Marketing, Business Law, Mathematics and Statistics.

· Coursework in Business Management, Management Information Systems

· Coursework in Psychology

· GPA: 3.6 

· Dean's List 2005 – 2006

· Dean’s List 2008 – 2009 
High School Diploma: British System (IGCSE)                                                                          - Nov 1999
Muslim International School - UAE

The British Council –UAE
Work History
Administrative Coordinator                                                                          June 2012 – Present
Glory General Trading L.L.C - UAE                                            
· Maintains administrative workflow by studying methods; implementing cost reductions; developing reporting procedures.

· Creates and revises systems and procedures by analyzing operating practices; studying utilization of micro-computer and software technologies; evaluating personnel and technological requirements; implementing changes.

· Resolves administrative problems by analyzing information; identifying and communication solutions.

· Maintains rapport with customers, managers, and employees by arranging continuing contacts; researching and developing new services and methods; setting priorities; resolving problem situations.

· Maintains suggestion system by directing and controlling administrative technical aspects in accordance with management directives.

· Provides information by answering questions and requests.

· Maintains continuity of work operations by documenting and communicating needed actions to management; discovering irregularities; determining continuing needs.

· Guides employee actions by researching, developing, writing, and updating administrative policies, procedures, methods, and guidelines; communicating developments to management.

· Completes administrative projects by identifying and implementing new technology and resources; redesigning systems; recommending re-deployment of designated resources.

· Accomplishes department and organization mission by completing related results as needed.

Marketing Coordinator                                                                              June 2010 – May 2012
Glory General Trading L.L.C - UAE
· Manage reporting, analyze daily and weekly trends

· Recommend and implement new tactics

· Monitor retargeting and display ads daily

· Communicate weekly performance to the marketing manager
· Assist in the planning and execution of events and speaking engagements

· Assist in Social Media monitoring and posting

Admissions Coordinator                                                                           Mar 2008 – Mar 2010
ALHOSN University - UAE.
· Greets visitors and prospective students; refers prospective students to Admissions Officers.

· Enters data including student inquiries and applications into the Admissions Information System.

· Reviews files of new student applicants for completeness, scans completed files and submits them to the Records office.

· Processes new student transcript requests, and conducts follow-up with institutions as necessary until official transcripts have been received.

· Ensure all students are admitted and matriculated into their correct program upon registration.

· Ensure thorough communication to the admissions team.

· Prepares external correspondence, including certification of enrollment as requested. 

· Calls inquiries, prospective students, and new students as directed. 

· Reviews admissions reports with Campus Director. 

· Provides assistance to the Campus Director, Admissions Manager, and Admissions Officers as required. 

· Operates campus switchboard and inbox; receives incoming calls and emails and transfers them to appropriate offices.

· Provide backup support to Admissions Officers as necessary (as Directed by the next level Manager).
Inside Sales Associate                                                                                 Nov 2003 – Oct 2005

AL Saleh Trading L.L.C (Tires and Batteries) - Egypt  
· Sell products in a specific manner: via phone calls, present offers, establish appointments, go and promote products or invite the customers to the office. 

· Prepare some reports about the sales 
· Analyze statistics from the market for improving their approaching techniques.
· Take care of the complaints

· Establish the schedule for calling customers.
Administration Supervisor                                                                          Sep 2002 – Oct 2003

Sahm Internet Café - Egypt
· General supervision of the café. 
· Liaise with external partners and statutory bodies as appropriate.

· Review and update internet usage guidelines.

· Collect and interpret relevant statistics and management information.

· Provide customers services.
· Ensure that users are welcomed, helped and provided with a safe and suitably equipped environment. 
· Maintaining high standards of security within an open welcoming service.
Administrative Assistant, Sales Dept.                                                        Jan 2001 – Feb 2002
Al Majed Computer Center - Egypt
· Generate new and repeat sales by providing product and technical information in a timely manner

· Setup and maintain customer files

· Determine customer requirements and expectations in order to recommend specific products and solutions
· Recommend alternate products based on cost, availability or specifications

· Manage time effectively, meet personal goals and work effectively with other members of the distribution team
· Contact customers following sales to ensure ongoing customer satisfaction and resolve any complaint

· Maintain proficiency in using personal computer, data entry terminal and other common office equipment and software         

· Present a professional image at all times to customers and vendors.
Skills
	· Supports Innovation
· Managing Processes 
· Administrative Writing Skills 
· Organizational Astuteness
· Works well under pressure

· Reporting Skills 
· Process Improvement 

· Teamwork
· Fluent in English and Arabic
	· Filing and data archiving

· Communication skills
· Interpersonal Skills
· Database management
· Numeracy and Analytical ability
· Effective problem solver

· Time management skills

· Knowledge in (Excel, Word, Outlook, PowerPoint, Visio, Project)




[image: image1.jpg]>)\Gulfjobseeker.com

THelping you to search best jobs & talent since 2002!

o GALL 1571504753686 / 1571505905010




1467870                                                       
Gulfjobseeker.com CV No:

