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CV NO: 1526676
★ EXECUTIVE SECRETARY ★
Highly determined individual with 4+ years’ progressive experience working in a secretarial role. Track record of handling administrative and clerical functions with professionalism and tact. Possess great capability to make decisions where precedents are not established. Hands on experience of using diplomacy and discretion while handling confidential information.

	KEY SKILLS AND EXPERTISE
	
	

	● Calendar maintenance
	● Meetings coordination
	● Handling phone calls

	● Files maintenance
	● Recording minutes
	● Travel arrangements

	● Records organization
	● Reports preparation
	● Financial records

	● Letter / memo composition
	● Meetings arrangements
	● Supplies maintenance




PROFESSIONAL EXPERIENCE

Personal Assistant to the Managing Director

·  Company: Group 4 Securicor Security Services UAE LLC (G4S)

· Field: Security Services 

· Period: (from June 2013 to Oct 2015) 
Job Description:

· Coordinate office management activities to aid executives

· Research and compile confidential documents

· Take and record minutes of the meeting

· Screen incoming correspondence and ensure delivery to intended recipient

· Create and maintain a liaison between executives

· Compose letters and other correspondence

· Produce reports and charts

· Prepare meeting agendas and collect related material

· Review and proofread documents for executives’ signatures

· Oversee office budget and recommendations on office expenditure

· Preparing Tenders and contracts and make constant following up.

· Arrange for external visits (invitation letters and hotel reservations)
· Arrange for business trips (flights & visa issuance)


Personal Assistant to the Guarding Director

· Company: G4S Secure Solutions Egypt LLC 

· Field: Security Services 
· Period: (from April 2011 to June 2013) 

Job Description:

·  Took telephone calls and relayed messages

· Maintained diaries and arranged appointments

· Typed documents and manage filing activities

· Organized meetings and prepared agendas and materials

· Handled correspondence
· Tenders and contracts preparations

· Produce reports and charts



Customer Service Representative 

· Company: Mobinil (The Egyptian Company for Mobile Services) 

· Field: Mobile Services 

· Period: (from Jan.2010 till Jan. 2011) 

Job description: 

· Handling all the inbound calls of the call center and up-selling products & services to maximize revenues. 

· Provide proper information to customers with complete & comprehensive understanding of Products & Services and Policies & Procedures. 

· Resolve customer complaints in time & treats them as business opportunities to ensure continuous improvement & development. 

· Escalate problems & provides relevant feedback to the right channels. 



Translator – Arabic & Foreign Affairs Page
· Company: Al Ahram Weekly Newspaper

· Field: Newspaper

· Period: (from Jan. 2009 to December 2009)

Job Description:
· Translating Articles, faxes, and  news from Arabic into English

· Following up on the news in different fields and prepare briefed translated summary
· Prepare analysis of the most popular issues in society
EDUCATION

· Ain Shams University, Faculty of Al Alsun (Languages), 

· English Department 2008. 


SUMMARY OF SKILLS

· Expertise in computer knowledge and skills in Microsoft office, Microsoft Word, Microsoft Excel, Microsoft Outlook, and Microsoft PowerPoint

· Excellent typing skills
· Excellent command of written and spoken Arabic (Mother Tongue).
· Excellent command of written and spoken English.
· Good command of French.



Personal Details:

· Date of Birth: 23rd May 1986

· Nationality: Egyptian

· Marital Status: Single
· Visa Status: Employment “ Transferrable”
