 Nadya 
 Nadya.274539@2freemail.com  
OBJECTIVE________________________________________________________________________________           ___

Gain a challenging career in a professional environment, where I would be able to utilize my educational background and experience to diversify my capability into prosperous application. My determination, passion, organizational skill and languages can help me achieve this.
WORK EXPERIENCE___________________________________                   ____________________________________
January 2012 – May 2015

 Nesma & Partners – Beirut, Lebanon 
Personal Assistant for the Engineering Manager:
· Support my manager and act as a productive member within a team consisted of all colleagues in the department. 

· Reporting to the Engineering Manager. 

· Provide secretarial assistance to all Engineers. 

· Prepare letters to Project Site/Consultants, inter-depts. etc. 

· Prepare Drawing Control Log, Bar Charts and daily updates on the mentioned. 

· Coordinate Drawings/Documents submittal to the client. 

· Document weekly time sheets of the Engineering dept. 

· General Office Management. 

· Manage Document Control Center. 

· Assist in care and maintenance of department equipment. 

· Handle incoming & outgoing mails. 

Sep 09 – Dec 2011
 
BMB – Beirut, Lebanon 
Assistant CEO & General Manager:
· Provide routine secretarial duties. 

· Manage the manager’s agenda. 

· Coordinate meetings & events. 

· Archive & update legal documents. 

· Release expense vouchers for my Managing Director. 

· Handle all ticket bookings, visa applications & invitation letters. 

Dec 08 – Aug 09

 
RYMCO – Beirut, Lebanon 
Assistant Sales Manager:
· Provide routine secretarial support. 

· Coordinate meetings & events. 

Aug 07 - Dec 08 


Prime Pictures – Beirut, Lebanon 

Assistant CEO:

· Manage general administrative duties. 

· Handle all ticket booking. 

· Manage all materials in & outside the office. 

March 06 – Dec 06 

Tetra Pak – Beirut, Lebanon


Assistant HR:
· Provide routine secretarial support. 

· Screen incoming mail. 

· Coordinate meetings & events. 

· Handle all ticket bookings, visa applications & invitation letters. 

· Release expense vouchers for my Managing Director. 

 Sep 05 – March 06 

Square Park – Beirut, Lebanon 


Secretary:
· Provide routine secretarial support. 

· Screen incoming mails, action responses. 

· Coordinate meetings & events. 

 July 03 – Aug 05 


Trading Marketing Co. – Beirut, Lebanon 


Assistant CEO:
· Provide routine secretarial support. 

· Manage the purchasing manager calendar & emails, re-direct correspondence. 

· Coordinate with the team & external contracts on behalf of the Regional Director. 

· Release expense vouchers, purchase requisitions to head-office, maintain a record of all expenses for payroll purposes. 

 May 2002 – July 03

 
Free Lancer Insurance – Beirut, Lebanon


Assistant GM:
· Provide routine secretarial duties. 

· Coordinate meetings & events. 

· Manage general administrative duties. 

· Handle travel arrangements, maintain personal files. 

 Oct 01 – April 02 

National Paints Co. – Sharjah, U.A.E 


Assistant Purchasing Manager:
· Manage routine secretarial duties. 

· Prepare & update the department inventory. 
· Manage the purchasing manager calendar & emails. 

· Handle sales & purchases with clients. 

EDUCATION________________________________________________________________________       ____________

1999 – 2001 Lebanese Universal College – Hazmieh, Lebanon 

Executive Secretary 

SKILLS______________________________________________________________________________       ____________
· Fluent in English and Arabic.

· Proficient in Microsoft Office (MS Word, MS Excel, MS PowerPoint)
HOBBIES_________________________________________________________________________________      _______
· Swimming
· Reading Novels

· Skydiving

· Horse Riding

