	PERSONAL PROFILE

	 Young and dynamic professional with proven work experience within various industries in the UAE.  Possess capability in handling office management, Sales, Administration duties and providing customer service. Results driven and systematic team player who possess the ability to work well under pressure and meet task deadlines. Skilled in prioritizing job responsibilities in an effective and organize manner and maintaining strict confidentiality of records. A fast learner and dynamic by personality who have flair for interacting with people; establishing instant rapport with client; thriving for new challenges and demonstrating tireless work ethics.

	ACHIEVEMENTS

	· Increased the number of task completed within time limit and enhanced scheduling processes by calendar system. 

· Maintained and established excellent relations with clients, colleagues and top management.  

· Displayed abilities in handling problems as opportunities and dealing with difficult challenges.  



	EDUCATION & QUALIFICATIONS

	
	

	2006 – 2010

March. 2009

June 2005
	· Diploma degree in Management Information System with AGPA of 73.7%( Rating:Good), Al-Balqa’a University- Al-Huson collage /Irbid -Jordan
· Passed the comprehensive exam with the percentage 63.3%

· High School Certificate (Scientific Section with AGPA 0f 71.3 % )



	CAREER SNAPSHOT
· Assistant Director of Operations, M/s. Redha Al Ansari Exchange. Dubai, UAE (Nov 2010- Till Date)

· I have 3 years experience in customer service and send and receive remittances and also five years of experience in executive operations in the leading banking with 38 branches in the UAE..

·  2009/09/11 to 21/11/2010, Jordan New Cable Company in Jordan, Data entry.

· 2005-2009 Sales man for fashion store in Jordan

CAREER OBJECTIVES
Seeking a challenging assignment to provide a discernable value-add to an organization and enhance my skills in a formalized Industry, capitalizing on my multi-faceted capabilities and my good academic credentials which would harness my all-round personality traits, skills and encourages me into setting and achieving challenging tasks for the growth of the organization.


	ADDITIONAL COURSES

	· Interpersonal and Management Skills at Maharat Employment Centre and Training Program for fresh graduates- Jordan in May 2009.

· Career counselling course at the Centre for Youth Leadership Development / Higher Council for Youth – Jordan in April 2009.

· Oracle databases - June 2010 certified by Ministry of Higher Education- Jordan.

· Familiar with Microsoft Windows, Microsoft Office (Word, Excel, PowerPoint, etc.)



	PERSONAL DETAILS 


	Nationality 
	: Jordanian 

	Date of Birth
	: 9 Jan 1987

	Marital Status 
	: Single 

	Languages
	: English & Arabic (Excellent) 

	IT Skills 
	: MS Office Suite, Internet , E-mail Applications& C++
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