· Address: RAK –  UAE

· Mobile : C/o 971505891826
· E-mail : mahran.249729@2freemail.com  
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Thursday, March 01, 2018
Human Resources 

Dear Sir, 

Good day, I am actively seeking an administrator opportunity in a demanding, fast-paced multi-tasking company. Throughout my career I have demonstrated for my employers an exceptional facility for meeting organizational objectives and demands.

My ten years of supervisory experience have equipped me with a multitude of skills, and I would like to continue my growth at your company.

In addition to my secretarial skills, I am an adept event planner, my skills have been utilized by employers and I am certain I would prove to be an asset at your company as well.

If my abilities meet the needs of you, I would greatly appreciate the opportunity of speaking with you personally at your earliest convenience.

Thank you for your time.

Sincerely,

· Personal Data
·  Mahran

· Date of birth: September 1st ,1986

· Place of birth: El Minia - Egypt
· Nationality: Egyptian

· Marital status: Married
· Education            :    
· Bachelor of Laws - Cairo University – Egypt
· Additional Courses

· Lean & Six Sigma green belt – December 2014 To April 2015 – American university in Cairo
·  Excellent in SAP and oracle system.  
· Experience         :
                                                                                                                                                                                                                                                          
· Duration : from 1/2/2010 to 31/12/2010

· Location : Cairo – Egypt

· Company : Mobinil
· Position : Enterprise sales executive

· Job Description : 

· Managing a portfolio of companies 

· Dealing with campaigns 

· Increase the sales area by prospecting new companies.
· Duration: from 1/1/2011 to 31/8/2011.

· Location : Cairo – Egypt

· Company : Vodafone Egypt

· Position : Assistant store manager 
· Job Description : 

· Indoor sales 

· Train the new staff

· Execute the manager orders

· Handling the customers complaints 

· Handling daily cash.

· Duration : from 1/9/2011  to 1/10/2012
· Location : Cairo – Egypt

· Company : British American Tobacco

· Position : Quality control inspector
·  Job Description : 

· Collect a sample each hour from the product

· Analyze the sample & apply the quality rejection rules

· Check the new material

· Check the machine service after the brand change

· Reporting at the end of each shift

· Duration : from 01/10/2012  to 15/03/2015

· Location : Cairo – Egypt

· Company : British American Tobacco

· Position : Quality assurance inspector

· Job Description : 

· Responsible for the lab.

·  Collect all the data from the quality controllers on a daily basis and insert it on system

· Take one sample randomly from each machine and apply the following tests: Tobacco moisture – Pack seal – Cigarettes Firmness – End full out - ….Etc.

· Reporting to the quality manager
·  Duration : from 1/2/2016  still now
· Location : UAE
· Company : Kuwait food Company (AMRICANA)                  
· Position : Assistant Restaurant Manager 
·  Job Description : 

· Run the staff when the manager is not in duty
·  Act as quality control 
· Ensuring customer satisfaction through training employees properly and adhering to company policy 

· Make sure employees perform a variety of  tasks, from preparing the food, stocking supplies, handling cash – credit card 
· Responsible for increasing sales – profit 
· Computer Skills
:
· International Computer Driving License (ICDL) 
· Languages
· English : Writing & Speaking – Very Good
· Arabic : Mother Tongue

· Personal skills
· Communications - Good written and verbal presentation skills
· Interpersonal Skills - Able to get along well with co-workers and accept supervision. Received positive evaluations from previous supervisors
· Flexible - Willing to try new things and am interested in improving efficiency on assigned tasks.
· Personal interest
· Playing Football, Traveling, Shopping, and Reading.

· Other Activities
· Member of Al Roaia Family

·  Member of Faculty Football Team in Sport Championship, 2006.
