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Personal Information
	suzane_abouchacra@hotmail.com

	Date of Birth:

03.08.1989
Nationality:

Egyptian
Objective 

 

To work in an environment that provides me with a wide spectrum of experience and exposure, to bring a dynamic and versatile portfolio of skills at my work place, and to serve the organization with positive attitude, and efficiency.
2007-2013                    United Arab Emirates University (UAEU) , United Arab Emirates 

                                      Bachelor of Mass Communication (February 2013)

                                      Cumulative GPA: 3.38

Education and Qualification 

	  2006-2007                 Um Ammar School in  , United Arab Emirate 

                                        Graduation grade: 96.1
Experience

	DHAFIR GROUP FOR GENERAL TRADING 

Position : Chairman Secertary                                                                      Start date:01 March 2013 - till date

	· Arrange the Chairman meetings, insure meeting rooms booking , meet and greet guests.

· Handle all Chairman office phone calls and transfer to appropriate staff member.

· Deale with the suppliers as required.

· Coordinate company Organization Charts and Job Descriptions.

· Maintaine all Chairman schedule and meeting appointments.

· Manage travel plans, hotel bookings, car rental and all related requirements.

· Create and modify documents, memos and letters using Microsoft Office.

· Prepare and review PowerPoint presentations.

· Raise all new position recruitment requests and carry necessary follow ups with HR.



	Cubic Art Technology (CAT) 

Position : Secretary                                                                                     Start date:01 April 2011 – 05 February 2012
Positiong held during ongoing Bachelore Degree studies

	· Telemarketing and after sale follow up

· Prepare Monthly Reports and Meetings

· Responsible for Staff personal files , documents and attendance. 

· Interview meeting Arrangements for applicants.

· Arrange and support all Sales Department meetings, e-mails and follow ups.


	Language 

	Arabic: Mother tongue                                                                                                 English: Fluent written and Spoken 


	Summer Training Career History

	· Event Organizer at Science Festival, VOLVO ocean race, WOC2012 and WOW Events.

·  Exhibition Organizer at Arabian Community exhibition at United Arab Emirates University. 

· Promotion Campaign Planner at Vibes , Class Act, Prestige.

· “Media between freedom and responsibility” Debate organizer at United Arab Emirates University.

· “Women in Police” Movie Documentary Producer at Abu Dhabi police Security media department.

· Student guidance officer at United Arab Emirates University.

· Sales Manager at Mubadalla. 

· “Final race of Formula one sponsored by Etihad Airways” Information Guide at Abu Dhabi Grand Prix.

· Information Receptionist at Abu Dhabi Tourism Authority.

· Receptionist at Abu Dhabi National Exhibitions Company (ADNEC).

· Receptionist at Centro Abu Dhabi Hotel.



	Scoop of Work

	· Conduct surveys, brochures, blogs, websites, movies and television reports to execute capstone project campaigned about housemaids’ aggressive behavior towards children and fact presentation at the University Final graduation Project. 
· Regulate the entire production cast and coordinate with the concern departments to ensure smooth running of the production process.

· Carry out all directors’ administrative and organizational requirement and review script to aid or expedite the process.

· Manage events according to the set during video shooting production. 

· Organize production schedule of crew members according to their particular roles.

· Follow Health and Safety regulation at the studio setting to ensure safe working environment. 

· Responsible of camera locations at all times, assist in synchronizing the participants’ direction of movement along with the camera motions, as requested by the director.


	Participations

	· Presenting UAEU in the seventh training & employment week in Al Ain             

· "Individual Financial Stability in the Current Challenge Time" Conference    

· "How can  we make a company " Workshop                                              

· "Modules to Predict Frauds" Workshop   

· "Medical Terms and Translating Samples of official document" Workshop   

· SPSS Programs  (computer program used for surveys)



	Key Skills

	· Expert in using  major APPLE computers including Final Cut , MS Word, Excel, Power Point, Outlook and Web Browsers. 

· Work on own initiative or as an effective team player.

· Strong work ethics and attention to detail.

· Exceptional listener and communicator, effectively conveys information verbally and in writing.

· Good organizational ability and works well under pressure.

· Effective solution thinking. 

	Training and Computer skills

	· Security media training 

· IELTS Certificate “Academic”

· MS Office window 98, ME, XP, 7, 8,Word, Excel, Access, PowerPoint and Outlook 

· Web browser and search engine expert

· Graphics - Photoshop 6&7.
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