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ALAA.273150@2freemail.com 

· Objective:

A challenging position at a reputed firm, which will allow me to further utilize my existing skills and enable to acquire new abilities

·  Education:

(2006 - 2010) BSC of commerce, English section, science of Accounting & Management department, Suez Canal University

· Work Experience:

July 2011- January 2013

· OBAGI  Medical Center Dermatology and Cosmetic Center                  Sharjah, UAE

• Administration officer: Provide office support services in order to ensure efficiency and effectiveness within the Obagi Medical Centre office 

Main Activities:

- Answer all incoming calls and handle caller's inquiries whenever possible 

- Direct the clinic visitors to the appropriate doctors 

- Pick up and deliver the mail

- Open and date stamp all general correspondence

- Maintain the general filing system 

- Assist in the planning and preparation of meetings

- Maintain an adequate inventory of office supplies

- Provide word-processing and secretarial support

·  Accountant

- Prepare and verify daily reports

- Prepare daily income/sales and prepare daily journal entry

- Prepare daily deposits of sales receipts

- Reconcile bank account for the Obaji Medical Centre office

- Communicate with other accounting managers

- Prepare authorized refund vouchers

- Compile monthly reports

- Investigate and collect returned items

- Prepare monthly balance sheet schedules

July 2010 - October 2010:

· Bank Misr                                                                                      Ismaelia, Egypt

· Administrative.  Brief description of duties:

- Compose and distribute inter-departmental memorandums (e-mail, documentary and voice) ensuring timely delivery and receipt of important information while at the time maintaining confidentiality.

- Established and maintains electronic records management system for all incoming and outgoing correspondence.

- Full knowledge of e-mails and MS Office Package

- Provide administrative/secretarial support for the department/division such as answering telephones, assisting visitors, and resolving and referring a range of administrative problems and inquiries.

- Schedule and coordinate meetings, interviews, appointments, events and other similar activities for supervisors, which coordinating travel as well as lodging arrangements.

- Establish, maintain, and update files, databases, records, and other documents; develop and maintain data, and perform routine analyses and calculations in the processing of data for recurring internal reports.

- Sort, review, screen and distribute incoming and outgoing mail; prepare, compose and ensure timely responses to a variety of routine written inquiries.

- Printing, maintenance, and other services.

- Train and lead student employees and lower graded staff, as and when required.

February 2009 - June 2010:

· National Societe General Bank                                                       Ismaelia, Egypt

· Executive Secretary . Brief description of duties:

- Handles calls and promptly forwards them to appropriate person among bank employees.

- Responsible for scheduling meetings for all employees; escorts visitors to staff members' offices, along with provides hospitality service arrangements as requested by staff.

- Prepares and assembles media kits for marketing and public relations departments.

- Responsible for making domestic and international travel arrangements for senior-level executives via the Internet.

- Organize, sort and assign mail distribution for all the employees.

                                                                All supporting documents will be furnished upon request

· Languages spoken and written:

• Arabic: mother language

• English: Fluent

·  Special Skills:

• MS Office (Word, Excel, Power-Point, and Access) 

• Marketing and sales

• Excellent organization and communication skills

• Ability/ Confidence to take control of meetings

• Great team player

• Plane and coordinate large-scale public events.

• Ability to work under pressure, commitment and loyalty and meet tight deadlines.

• Excellent interpersonal skills and flair for public relations.

• Deep ability to compile information and prepare reports.

• Excellent coordinating skills.

• Immense ability to schedule appointments and maintain calendars.

