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JOB OBJECTIVE


My objective is to seek a long-term employment in order to utilize skills which I have gained from studying Accounting in Abu Dhabi University and to contribute to your organization. I’m a strategic and creative thinker with effective communication skills and an ability to earn full cooperation and respect.
PERSONAL INFORMATION
Nationality: Jordanian.
Date of Birth: November 19, 1990.
Marital Status: Engaged.
EDUCATION

December 2012                     Abu Dhabi University (ADU) United Arab Emirates

· Bachelors Degree in Accounting
Work Experience 



08 September, 2013 – 15 April, 2016.

NorthStar Aviation L.L.C 

1- Supervising and directing the process of obtaining residence visas, work permits, entry passes, MoL standard contracts, vehicle permits, airside driving permits, gate passes, equipment permits and any other documentation necessary for the deployment of staff to client’s premises.

2- Negotiating prices with service providers, suppliers and vendors and ensuring that quality service is delivered at all times.

3- Experience in managing the administrative team and ensuring development requirement are identified and implemented.

4- Coordinating activities by scheduling work assignments, setting priorities, and directing the work of subordinate employees.

5- Identifying staff development and training needs and ensures that training is obtained.

6- Marinating records, preparing reports, and composing correspondence relative to the work.

7- Establishing and maintaining record-keeping procedures are in accordance with the rules and regulations set forth, and that they are relevant accessible and current.

8- Developing documents comprising guide to how main tasks of the department are performed.

COMPUTER SKILLS


· ICDL (International Computer Driving License)
· Microsoft (Excel, Word, PowerPoint, Outlook, Access)

· Internet and database research skills;
ADDITIONAL SKILLS

Soft skills
· Interpersonal and presentation skills;
· Ability to apply academic knowledge to real life situations;
· Ability to work well within teams;
· Ability to work in intercultural situations;
· Performing well under pressure and meeting deadlines;
· Flexibility in performing various tasks at one time (Multitasking).
LANGUAGES

· English - fluently spoken and written

· Arabic  - fluently spoken and written
