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TIMHAR 


 Timhar.249741@2freemail.com 
__________________________________________________________________________________

SUMMARY
A highly competent, motivated and enthusiastic Executive and Admin Assistant offering over 6 years’ working experience in the field of Healthcare Administration providing thorough and skillful administrative support to Executives with over 5 years total working experience in the area of Manufacturing/Production and Quantity Survey & Realty Company serving the role of Department Secretary. Skilled at multi-tasking and maintained a strong attention to details. Acted mostly as primary point of contact within the group in initiating coordination and follow up procedures to facilitate administrative effectiveness and efficiency to ensure that projects are completed and deadlines met. 
CORE COMPETENCIES
· Executive and Admin Support Functions
· Office Administration
· Hospital Quality Department Assistant
· Hospital Project Management Coordinator
· Manufacturing/Production Co. Secretary
· Quantity Survey & Realty Co. Secretary
· Handling HR responsibilities
· Receptionist
· Coordination Skill
· Interpersonal & Communication Skills

· Organizational Skill
· MS Office Applications
· Business Correspondence
· Itinerary Planning
PROFESSIONAL EXPERIENCE
1.) Executive Assistant,
   



               
   June 2010 - February 2015        Dr. Sulaiman Al Habib Medical Group (HMG), Riyadh, K.S.A.
· Worked for 3 Hospitals of HMG in Riyadh where I served as primary point of contact in initiating coordination and follow up procedures for Hospital Commissioning and JCI Accreditation project.
· Promoted as Executive Assistant on June 2010
Summary of responsibilities including but not limited to; 

· Provided Executive and Admin support functions to Vice President and other Executives
· Maintained and managed the Executive’s calendar and diary

· Served as primary key contact in initiating coordination of multiple projects
· Collaborated closely and liaised with other departments and suppliers for project completion
· Organized corporate events and meetings, took minutes and developed presentation related to agenda.
· Sorted incoming correspondence/queries and initiated replies as appropriate
· Screened and handled high volume telephone calls
· Maintained confidential record and files and managed sensitive correspondence
· Requisitioned supplies and materials for office
· Arranged and coordinated travel plans
· Processed travel expenses and reimbursements
2.) Admin Secretary cum Receptionist


             
                                June 2008 – June 2010       Dr. Sulaiman Al Habib Medical Group (HMG), Riyadh, K.S.A.

· Assigned in Habib Group Department under the Vice President and involved in Hospital Commissioning and Quality Improvement and Patient Safety projects.
Summary of responsibilities including but not limited to; 

· Served as Admin Secretary cum Receptionist to the Vice President and supported other Executives
· Greeted and entertained visitors
· Assisted Quality Improvement department where I served as Secretary to some JCI Chapters.
· Arranged hospital wide committee meetings and presentation.
· Initiated facility management and safety training for all Staff
· Typed and edited hospital policy and procedures
· Collaborated closely and liaised with Internal and External Departments.
· Sorted incoming correspondence/queries and initiated replies as appropriate as per instruction from VP
3.) Operations’ Secretary, 


                 


      July 2005 - January 2008    Al Houssain & Al Afaliq Ready Mix Concrete Company, Al Ahsa , K.S.A.

 Supplier of Ready Mixed Concrete, Blocks & Aggregate
Based in the Head Office and handling 6 branches all over the eastern province of K.S.A where I served as Operations’ Secretary. Acted as primary point of contact.
Summary of responsibilities including but not limited to;

· Provided administrative support to the Operations’ Manager who manages 6 branches
· Managed and assisted over 300 operations staff for personnel related issues
· Prepared daily breakdown reports of all operational and non-operational vehicles
· Prepared quotation as per required specification requested by the client
· Computed and checked overtime of all Operation Employees 
· Prepared Daily Operation Schedules and gathered the stock items available in each branch
· Arranged and applied staff/vehicles to acquire special access for critical areas managed by Aramco.
· Provided clerical assistance and ensure smooth running of the office
· Received calls and/or greeted customers, took and relayed messages, responded to requests for information or directed caller/s to appropriate individual
4.) Secretary,






                                    May 2003 – April 2005
JOMSA Surveying & Realty, Zamboanga City, Philippines

Summary of responsibilities including but not limited to;

· Managed the day to day calendar of the staff
· Handled the reception desk, scheduled appointments, typed and sorted correspondence

· Computed and checked Overtime of the staff
EDUCATION
Bachelor of Science in Computer Science

Systems Technology Institute (STI College), 
Zamboanga City, Philippines, March 2003
· Our group received special thesis awardee recognition for the Commission on Higher Education Tracking System we developed for Faculty, Institutional, Curriculum Program and Enrolment and Graduate Profile of the 56 Higher Education Institutions Region IX.
TECHNICAL PROFICIENCIES
· MS Word, Excel, Power point, Outlook, Access, Publisher, Adobe, Visio, Corel Draw, Visual Basic, Oracle and excellent typing speed
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