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SUMMARY OF EXPERIENCE
· More than 5 years of proven experience in Admin operation, well versed with practices in large organizations. 

· An organized, detailed oriented and conscientious self-starter, able to strategize and prioritize effectively to accomplish multiple tasks with timeliness.
· Hard working, loyal and well versed with all Admin Operations.
· Meticulous, following high quality standards and effective procedures. 

· A good team player and keen believer in growing within the group. 

· Professional and maintains excellent relations with all levels within the organization.
· High self-motivated and eager to meet challenge.
PROFESSIONAL EXPERIENCE
Administrative Executive-Employees Relation July2015 to present(Worldwide Emirates Services)
Worldwide Emirates Service provides recruitment & consultancy service to different sectors in Oil & Gas and Govt. sector. It’s Subsidry of Bin Butti Group Abu Dhabi.
· Helping to facilitate the process of applying for visas of the company employees

· Applying for the insurance for the company employees

· Prepare all salary certifications for the employees

· Prepare salary transfer letters for the employees when needed 

· Act as the point of contact between the executives and internal/external clients

· Undertake the tasks of receiving calls, take messages and routing correspondence

· Handle requests and queries appropriately

· Maintain diary, arrange meetings and appointments and provide reminders

· Make travel arrangements

· Take dictation and minutes and accurately enter data

· Monitor office supplies and research advantageous deals or suppliers

· Produce reports, presentations and briefs

· Develop and carry out an efficient documentation and filing system

· prepare written responses to routine enquiries

· prepare and modify documents including correspondence, reports, drafts, memos and emails

· schedule and coordinate meetings, appointments and travel arrangements for managers or supervisors

· prepare agendas for meetings and prepare schedules

· record, compile, transcribe and distribute minutes of meetings

· open, sort and distribute incoming correspondence

· maintain office supply inventories

· coordinate maintenance of office equipment

· coordinate and maintain records for staff, telephones, parking and petty cash

June 2014 – May 2015_ with Emdad L.L.C 
Emdad is established corporate entity based in Abu Dhabi with diverse division and business units 
Receptionist – Front office Desk / Admin Coordinator, operationally reporting -------
· Maintains administrative workflow.
· Resolves administration problems by analyzing information.
· Performs a variety of administrative support such as documentation, generate operation related reports, coordinating with other divisions to insure the smooth function of Admin.
· Schedule meetings and look after office courier.
· Ensure all the progresses towards on-time performance and attendance are in place.
· Maximum utilization of the available recourses by planning an efficient duty allocation. 
· Other related duties assigned by line manager such as and not limited to monitor stationary, office requirements etc…
· Compile minutes of meetings and update records
· Provide leadership by demonstrating the team building skills to the team members. 
· Generate various reports related to customer services and operations.
· Check and verify all invoices, petty cash and expenses of an Administrative nature (non-technical issues)

· Primary contact for all the agents who may need assistance with questions, problems or discrepancies.
Dec 2013 – May 2014 – Primavera Medical Rehabilitation 
Primavera Medical Centre is a single-specialty clinic practicing high quality western medicine located in the in Abu Dhabi. The Centre focuses mainly on Obstetrics & Gynecology
Receptionist / Admin Assistance, reporting to Clinic Manager
· Producing documents, briefing papers, reports and clinic presentations.
· Arranging appointments for patients and communicating with them through emails.
· Prepare meeting agenda.
· Updating doctor personal files and assure all certificates; HAAD approval and other documentation are in place.
Aug 2010 – Oct 2013 – PINGU’s English School 
English Teacher
· Teaching English classes for student between ( 4 to 8 ) years old,
· Strong ability to concentrate on class work preparation over a period without being distracted.
· Prepare and share students reports with their parents and the same will be discussed during parents meeting.
EDUCATIONAL QUALIFICATION
· Banha University – Bachelor of Commerce – Management Dept ( 2010 ) ( 70& Good )
Key Competencies:
· Customer friendly, team player that can work well in a dynamic environment. 

· Strong written and oral communication skills and ability to tailor information delivery to people of different backgrounds and experiences. 
· Problem assessment and problem solving.

· Attention to details and accuracy.

· Flexibility, adaptability, planning and organizing.
Computer skills:
· MS-Office (Excel, Word, PowerPoint)
· ICDL course ( 2006 )
· Internet applications
PERSONAL INFORMATION

Gender

:
Female 
Date of Birth
:
Oct 10, 1988
Nationality
:
Egyptian
Languages
:
English & Arabic

Proficiency
:
Fluent (speaking, reading and writing)
Family Status
:
Single
