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Personal Commitment 

· Extensive background as supervisor and assistant of department, including experience in supervisory and leader level working for towards overall organization and department objectives and goals.

· Demonstrated accomplishment in dealing and handling patient affairs, including experience in serving as liaison between the patients, employer, and patient’s relatives, describing and interpreting patient care procedures, conveying concerns, problems, complaints or questions from patients to the concerned department/employee, and resolving grievances and complaints of patients.

SKILLS
	· An excellent knowledge of how to use computer programs.
· The use of the internet and search through several sites
· Reception knowledge
· The coordination of lectures, seminars, and workshops

· Skills of effective listening skills
· Checking the presence and absence of staff.

· classification of mails.

· Archiving and storing old files
· Printing the company letters
	· The establishment of a shared file between the parameters and administrative, where has all the markings of the female students. And easily access the organization of the files of the Director.
· The coordination of the activities
· Communicate fluently in both Arabic and English

· Solve problems
· Decision-making

· Prioritize workload

· Effective teamwork and Team Leader
· Stress management 
	· Research Skills
· Summarize results of an analysis

· The preparation of reports

· The functions of the Department

· Good knowledge of MS Office, internet, and Email / MS Outlook


PROFESSIONAL EXPERIENCES
Al Ain Municipality — Al Ain, UAE (Assistant Community Relations, 2011 to Present)
My position is to provide support for the Community Relations Office by assisting in the office functions. It is management of community relations in the Community Relations Office within the northern sector.

Even now the administrative assistant in the management of parks and recreational grounds in the municipality of the eye the northern sector.

Tawam Hospital — Al Ain, UAE (Polyclinic Receptionist, 2005-2008)

The hospital is in Affiliation with Johns Hopkins Medical and I was working under different positions as assigned and learning without prior experience. I have worked under various jobs and responsibilities: Patient Affairs, Officer, and Admission Clerk. 

I was handling patients’ affairs. I have started working as Receptionist and later promoted as Patient Affairs Officer.

EDUCATION
HCT – Al Ain Women's Collage

GITB General Business Information Technology 

Al Ain University – Al Ain, UAE

English Education – Under graduation 
APPRECIATION CERTIFICATES
	· Appreciation for distinctive contribution in the completion and initiative during the evening batch

· Participation appreciation by Hydration Family Foundation for Positive and Universal Language speech session
	· Appreciation for outstanding efforts during the campaign (knowledge ambassador)

· Recognition for valuable contribution by Tawam Hospital during JCIA Fair

· Appreciation for  data catch up by Tawam Hospital


PROFESSIONAL TRAININGS
	· English Language Courses

· English for Academic Purposes

· TOEFL

· SPSS Course

· Qualitative Research

· Fieldwork /Operations Processes

· Sample Size Designing

· Certified trainer

· managing safely 
· Customer Service Excellence

· Time Management

· Communication Skills
	· We Care Informative Session
· Auditors to the system environment 2004:14001
· Performance Appraisal
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