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Mobile +971504753686, +971505905010  

cvdatabase[@]gulfjobseeker.com

To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php
Personal Information:  

               Birth Date:        12 July 1988   (Age: 27)

               Gender:             Female  

               Nationality:       Egyptian  

               Marital Status:  Single 
               Visa Status:      Tourist Visa 
Objective:  

Seeking a position as an Executive Secretary.  

Education:  

 
Bachelor's degree, Sociology  
  
  
  
  
2005-2009  

 
Faculty of Arts, Alexandria University, Egypt  

Training and Certifications:  

· The Fundamentals Of Selling                                                        September 
 2015

· The Art Of Dealing With The Audience.  



April
            2014

· Media Specialist. 






September 
 2013

· Personality Development And Resisting The Negative Attitude. 
December
 2012

· Public Relations Specialist.  





April
            2011

Professional Experience:                 (6 Years, 3 Months)
· Executive Secretary And Public Relations Specialist       February 2010 – September 2015 
     At The General Authority for Cultural Palaces.                   Egypt 

· Provide administrative and clerical support to departments or individuals  

· Schedule meetings and arrange conference rooms.  

· Mange all media, press and public relation issues.  

· Manage travel and schedule.  

· Handle information requests.  

· Prepare correspondence and stuff mail into envelopes.  

· Raising purchase orders and chasing outstanding accounts.  

· Prepare statistical reports.  

· Manage spreadsheets.  

· Greet and receive visitor.  

· Prepare confidential and sensitive documents.  

· Coordinates office management activities  

· Determine matters of top priority and handle accordingly.  

· Prepare agenda for meetings.  

· Takes and transcribes dictation.  

· Helps prepare office budget.  

· Handling requests for information and data

·  Plans events and volunteer activities.

· Circulating documents via post and email

· Recording, compiling, transcribing and distributing the minutes of meetings

· Checking stationary levels and ordering new supplies

· Ensuring office procedures and systems operate efficiently

· Personal Assistant

                                                July 2009 – February 2010
At Karam Construction and Decoration Company.                 Egypt

· Devising and maintaining office systems, including data management and filing.

· Arranging travel, visas and accommodation and, occasionally, travelling with the manager to take notes or dictation at meetings or to provide general assistance during presentations.

· Screening phone calls, enquiries and requests, and handling them when appropriate.

· Meeting and greeting visitors at all levels of seniority.

· Organizing and maintaining diaries and making appointments

· Dealing with incoming email, faxes and post, often corresponding on behalf of the manager.

· Carrying out background research and presenting findings.

· Producing documents, briefing papers, reports and presentations.

· Scanning and copying contracts, notes and other documents
· Organizing and attending meetings and ensuring the manager is well prepared for meetings.

· Liaising with clients, suppliers and other staff.
Summary Of Qualifications:  

I'm a (6+) years' experience Executive Secretary. A quick learner who can absorb new ideas and is experienced in coordinating, planning and organizing a wide range of administrative activities. I have developed the skills that ensure the highest level of competence, time management and confidentiality. Having worked in executive offices, I have a vast understanding of the importance in acting as a liaison allowing for the executives’ time to be maximized as well as assisting in any way I can in order to reach the Company executives goals.
Languages:   

· Arabic      (Native Language)  

· English    (Intermediate)  
ADMINISTRATIVE ABILITIES

· Maintaining an electronic and hard copy filing system.

· Providing training and orientation for new staff.

· Coordinating and arranging repairs to office equipment.

· Comprehensive knowledge of Microsoft Word, Outlook, Excel and Access.

· Scheduling meetings and preparing agendas for them.

· Effective organizational skills.

· Organizing travel & accommodation arrangements.

· Resolving administrative problems.

· Supervising other clerical staff.

· Conducting research on behalf of managers.

· Scheduling and delegating administrative tasks.

· Creating presentations and writing up reports.

PERSONAL ABILITIES

· Attention to detail.

· Punctual and reliable.

· Can work without supervision.

· Ability to cope and work under pressure.

· Good written and verbal communication skills.

· Able to work as part of a team.

· Ability to multitask and manage conflicting demands.

· Ability to priorities tasks.

· Ability to Solve Problems.
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