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  personal details: 
· Date Of Birth : 8/March/1991
· Nationality : Syrian

· Visa Status: Family sponsor
Education:
· Tishreen University,  Syria, Sep 2009 

Bachelor Degree in Business Administration, Major of Finance and Banking Sciences, Graduated on August 2013

· High School Certificate, Science section, Al Muraijeb Secondary School, Al Ain, July 2009.
Training and certificate: 
· Quattro Training Center, certificate in English Language Conversation, April 2012.

· Graduate Destination Survey, Abu Dhabi Pilot, Feb 2014. 

Experience:
· Senior Administrator- Facilities Department, KPMG Lower Gulf Limited, May 2014 to Present.
· Arrange accommodation and maintain monthly report for the costs.
· Manage all incoming and outgoing correspondences to ensure all received by the intended addressee. 

·  Receive and log in all requests through the KSSC system, then assigned it accordingly 

·  Manage hotel bookings internally and externally. 

·  Coordinate with other BU’s to organize and arrange for meetings. 

·  Issue air tickets and coordinate travel. 

·  Arrange for transportations and trips. 

·  Manage the meeting rooms booking. 

·  Establish and maintain daily/ monthly log for courier, dealing with DHL supplier. 

·  Arrange for event and meeting with hotels and other supplier. 

·  Finalize the supplier invoices along with the management approval and the chargeability code to be dispatched to Finance Dept. 

·  Maintain daily and monthly attendance record by using the BioStar system. 

·  Manage the front desk office. 

· Secretary - Quality Assurance and Development Department, ALHOSN University, Sep 2013 to May 2014.
· Renders assistance to the Provost of the Department in the Faculty in arranging meetings and conferences, schedules interviews and appointments, and performs other duties related to maintaining one or more individual schedules.

· Serves as Secretary to University, Faculty, and Department -level committee meetings by organizing these meetings, take proper minutes, and maintaining strict confidentiality.

· Performs a wide variety of typing assignments which are sometimes confidential in nature; operates a personal computer to enter data, draft, edit, revise, and print letters, tables, reports, lessons, exams, and other materials.

· Coordinates, oversees and performs a wide variety of administrative, secretarial and operational support activities
· May serve as a liaison with other departments on basic administrative and/ or operational matters. 
· Sorts, screens, and distributes incoming and outgoing mail; drafts or prepares responses to routine inquiries; prepares photocopies and facsimiles, and operates a variety of office equipment.

· Establishes, maintains, processes, and updates files, records, certificates, and/ or other documents.
· Orders, stocks, and distributes office supplies for members of the Faculty
· Provides the first point of contact and support to prospective students and their parents who visit campus or call on the phone by dealing with inquiries in a courteous and efficient manner.
· Performs miscellaneous job -related duties as assigned

· Supervisor, Abu Dhabi Science Festival, Nov 2013

· Call Centre in Three60 Estates Management, Oct 2012 – Dec 2012: 
   - Answering Queries.

   - Monitoring status of calls up to the point of request closure.

   - Responsible for call registry to be updated.

   - Log in the requests to UBERIQ for appropriate channeling.

   - Follow up customer calls when necessary.

   - Recognize, Document and alert the management of trends in customer calls

   - Recommend process improvement.

   - Abide by Call Centre rules and regulations.

   - Update Call Centre FAQs regularly.
   - Support and provide superior service via phones, e-mails and faxes as a receiver and caller

   - Use questioning and listening skills that support effective telephone communication.
· Customer Service in Bedaya Forum for ADEC ,Sep 2012 – Artaaj Company ( ADNEC ):

   - Resolve customer complaints via phone, email, mail, or social media.
   - Greet customers warmly and ascertain problem or reason for calling.
   - Answer questions about the conference.

   - Act as the company gatekeeper.

· Telesales, Mina Fanous , Dec 2011:

         - Memorizing Scripts.

         - Be ready to answer questions that potential clients have and to do so in an effective way.
         - To have extensive knowledge about the product or service that they are trying to sell.
         - Recording Customer Information.

         - Follow-up Calls.
· Admin Assistant / Secretary, AMAN GROUP, Latakia, Syria, June 2010 – June 2011:
                            - Receive, direct and relay telephone messages and fax messages.
  - Direct the general public to the appropriate staff member.
  - Maintain the general filing system and file all correspondence.
  - Assist in the planning and preparation of meetings, conferences and conference

    telephone calls.
  - Maintain an adequate inventory of office supplies.
  - Respond to public inquiries.
  - Provide word processing and secretarial support.
  - Type confidential documents on a word processing system.
skills: 

· Possesses strong oral and written communication skills
· Planning and organizing
· Works independently and with groups
· Works as part of a team

· Accepts responsibility and is self-motivated

· Displays effective multi-tasking and time management skills
· Writing and reporting in English and Arabic

· Excellent communication in English and Arabic

· Typing skills ( in English)
· Typing skills ( in Arabic )
· Thinking and Problem Solving Skills  

Computer skills: 

· MS Office: Word, Power Point, Excel

· Adobe Photoshop

· Flash Player

· Swich Max

· Movie Maker

· Web Searching

· Basic Web Designing 
 Languages: 
· English  - Fluent Reading, Writing and Speaking.
· Arabic – Native Speaker.
