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Nationality

: Palestine 
Languages

: Arabic, English speaking and writing 
	Profile …


· Administration interpersonal skills.

· Excellent communication.
· Dedicated to professionalism, highly motivated towards goal achievements.

· Strong faith in hard work, loyalty, efficient, honest and self-confidence for a successful career in life.

	Academic …


· Amman Private University, Amman – Jordan
          B.Sc. Degree in law

	Career History …


Feb2013-July2015: Aldar Media (twofour54 Media Zone)
Position: GM Office Manger 

Maintaining the general manager’s schedule, booking meetings and appointments, and serving as a gatekeeper, screening calls and prioritizing daily tasks and responsibilities, responsible for distributing meeting agendas, scheduling meetings and recording and transcribing meeting minutes, handle the general manager’s correspondence including emails and memos. 
Apr2012-Feb2013: Al Dar Media   Position: Senior Administrator

Feb2011-Apr2012: Vision News     Position: Administrative Supervisor

Provide administrative support, monitoring employee attendance, documentation & filing, scheduling staff for a variety of required meetings, provides supplies by identifying needs for reception, and kitchen, provide administrative support Petty cash management and basic accounts administration where necessary.
Other Tasks: Auditoria Assistant 

· Provide support for the implementation of a circulation management plan and subscriber liaison and services

· Provide assistant  and support for the implementation of a marketing plan /Promotion items

· Search and publish news on Magazine & Vision news Websites

· In collaboration with Editors and Chief Executive Auditor, make updates to the Magazine website And provide support to the Editor and Chief Executive Auditor as necessary.

· Supporting editorial staff in all activities leading to a publication.
· Liaising with other in-house teams, writers, photographers, printers, designers and production staff to negotiate and monitor timescales for stages in the publishing process.

· Dealing with the administration of work commissioned to freelance writers, picture researchers, photographers, etc.

· summarizing  distributing written material and the magazine staff;

· using computers for word processing, desktop publishing and email;

· filing, photocopying and other routine administrative tasks
July2005-Feb2011: Infinity Magazine 
Position: Executive Secretary 
· Prepare and manage correspondence, reports and documents

· Organize internal and external events.
· Handle incoming mail and other material.
· Operate office equipment, manage office space and set up work procedures.
· Organize and coordinate meetings, conferences and travel arrangements.
· Assists in planning and coordinating logistical arrangements for meetings

      (room reservation, catering, presentation preparation, audio/visual equipment     and draft and distribute minutes of meetings.
· Maintain schedules and calendars, arrange and confirm appointments for   

      managers.

· Collect information, maintain databases and coordinate the flow of information   

       both internally and externally.

· Communicate verbally and in writing to answer inquiries and provide   

       information.

· Manage and organize Documentation & Control System.

· Provide administrative and logistic support to team members on an as-needed basis as well as receiving and handling information for distribution to staff and client.

· Maintain invoicing spreadsheet and office petty cash.

· Order and maintain stationery and equipment supplies
	Activities & Hobbies …


· Reading, Adventure & Travelling.
	Skills …


· Excellent written and verbal communication skills 
· Computer skills
· Possess strong analytical and problem solving skills, with the ability to make well thought out decisions.
· Initiative 
· Willing to learn
· Team work … facilitator, co-ordinator and imaginative
· Working under pressure
· Time management
· Customer service 
· Highly trustworthy, discreet and ethical.
· Effective at multi-tasking.
	Professional Courses ….


· Attended Human Resource program courses 
· Attended ICDL Course 

	Others ….

· UAE Driving Licence


	References….. Available upon your request 
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