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CV NO: 1526658
Qualifications Summary
· Accomplished executive assistant offering 18 years of administrative experience reporting to a chairman and other top executives directors 

· Consummate professional dedicated to making the lives of busy executives easier. Serve as an effective gatekeeper; prepare well-researched and accurate documents; manage busy calendars; and efficiently handle daily office tasks.

· Proficient user of MS Office (Word, Excel, PowerPoint, Access and Outlook). Type 75 WPM.
OBJECTIVE
I desire to join as Executive Sectary or Assistant in company that has vision for growth and advancement. I have extensive years of experience and knowledge at senior capacities, which I believe would be an asset to an organization that aims for progress. In the long term as a teamwork, I aim to reach my full potential and further my growth with your team that will factor in the firm’s advancement,
AREAS OF EXPERTISE
· Legal 

· Property Management 

· Chairmen office 

· Business Development 

· Project Controls 

· Team Building

· Estimating & Proposals 

· Budgeting / Cost Control 

· Team Leadership

· Contract Negotiations 

· Planning & Scheduling 

· Compliance

· Risk Assessment 

· Project Analysis 

· Efficiency Improvements
· Quality Assurance 
· Health & Safety 

· Marketing 

· Problem Solving 

· Account Management

· Resources Management 

EDUCATION
· Microsoft Viso 
· Microsoft office (Word-Excel-Power point-Outlook) 
· Business Intermediate 4 course from British Council – Abu Dhabi. 

· English Course in Kwatru institute – Abu Dhabi.

· Adobe Photoshop Course from Oasis Computer Institute- Abu Dhabi.

· English Course in the British Council- Abu Dhabi.
· English Course from Oasis Computer Institute- Abu Dhabi.
·  Secretary Course from Oasis Computer Institute- Abu Dhabi.
· High School - Palestinian High School - Abu Dhabi
PROFESSIONAL EXPERIENCE AND SIGNIFICANT ACHIEVEMENTS

· Mar 2009 – Till July 2015  

Executive Assistant 
       Property Management Dept. - Khidmah LLC – Abu Dhabi     
      

· May 2006 –Mar 2009        

Administration Assistant       Legal Department - Sorouh Real Estate PJSC – Abu Dhabi                                                                                       

· May 2004- April 2006                                                                                             
Executive Secretary                Chairman Office - Al Rayan Investment, Abu Dhabi 

· July 2003-April 2004                           
Executive Secretary                Media Office- Abu Dhabi Industrial City 

                                                                                                                   

· Dec 2002 –April 2003 
Executive Secretary                Managing Director office - Suhail Bin Mubarak Al Kutbi & Sons Est.     
· June 1998-April 2002     
Executive Secretary                Managing Director office – Globex - City Consult Engineering Consultancy          
 
· Aug 1997-June 1998                                                                                                           

Executive Secretary        
       Managing Director office - Hamar Engineering Company, Abu Dhabi  
DUTIES & RESPONSIBILITIES
· Organizing meeting and appointments with Company team and third parties. 

· Establishing a filing system (electronic and physical files) and organizing it. 
· Preparing and checking contracts.
· Opening, sorting and categorizing all incoming information to the department and getting it to the appropriate           people in a timely fashion. 
· Processing all outgoing communication in the form of emails, letters, voice messages or other forms of communication. 
· Scheduling appointments, meetings and personal appearances by the department manager. 
· Duplicating, filing, recording and logging of data shared between departments. 
· Answering phones, providing information and processing messages for the department manager
· Prepare correspondence, reports, and materials for publications and presentations. 

· Setup Managers travel arrangements. 

· Maintain Managers calendar. 

· Setup and coordinate meetings and conferences. 

· Create, transcribe, and distribute meeting agendas and minutes. 

· Answer telephones and handle in appropriate manner. 

· Meet and greet clients and visitors. 

· Perform general clerical duties to include but not limited to: photocopying, faxing, mailing, and filing. 

· Maintain hard copy and electronic filing system. 

· Research, price, and purchase office furniture and supplies. 

· Coordinate project-based work. 

· Supervise support staff. 

· Supervising any support staff and ensuring all office policies and procedures are being implemented. 

· Other duties as assigned. 

· Compose Self-Correspondence In Arabic And English. 

· Collects, Process And Distribute Hard Copy And Electronic Mails. 

· Handles Office Routine Items. 

· Attending Telephone Board. 

· Record Keeping. 

· Arranging Meetings. 

· Making Hotel Reservations for Office Guests. 

· Handling Accounts on Excel Spreadsheets. 

· Handling Petty Cash Worth. 

Paralegal work:
·  Supported law firm’s senior partner, researching legal documents for LLCs, S corps, C corps, limited partnerships and other entities.

· Planned and coordinated PR initiatives, business development events, partner retreats and more.

· Paralegals, legal secretaries and support staff.
· Typing Contracts in both English and Arabic languages 

· Translation in both English and Arabic languages 

· Filling forms in both English and Arabic languages 

· Visiting governmental departments to collect information 

· Researches and gathering information 

· Liaising with other departments 

· Collecting information about events that could be of interest to the legal department (seminars, exhibitions, forums…) 

· Follow ups with the team and third parties as instructed by the legal team 

· Any other matters as instructed by the legal team 

· Handling Payment Vouchers, Receipt Vouchers, Petty Cash Vouchers Etc. 

· Handling Salary Payments. 

LANGUAGE

Fluent in: 

English (written – Spoken) 
Arabic (written – Spoken)
PERSONAL

Driving license

: 



Valid UAE DL
Status


: 



Married with (2 Sons)
Date of Birth

: 



27th of March 1979
Gender


:



Female

Nationality

: 



Jordanian
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