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Personal Information
	Date of birth:
	August 30, 1983
	

	Place of birth:
	Abu Dhabi
	

	Nationality:
	Jordanian
	

	
	
	

	
	
	


Career Objective


Willing to work in a dynamic, challenging and growth oriented Company that allows me to utilize my knowledge and experience to contribute for the growth of the organization.
Education

     2005 
Bachelors of Science,


Computer Science, Major Study

Al Yarmouk University (Jordan) 
Certification Scientific

·  MCSE (Microsoft Certified System Engineering).
Abilities & Computer Skills  
· Excellent writing and verbal skills.

· Fluent in Arabic and English language.

· Good communication abilities.
· Good typing in Arabic & English.

· Excellent ability with (MS Word, Excel, Access, Power Point, MS Project, Project Workbench and Lotus Notes).
· Excellent communication and interpersonal skills.
· Ability to set aggressive goals and clear priorities.
· Ability to translate from English to Arabic and vice versa .
Work Experience  

Community Policing & Police Science Institute
United Arab Emirates – Abu Dhabi.

Addministrative Affairs Department Manager  (January 2012 – May2016)
 As a department manager my role includes the following:
· Responsibilities include: (Human Resources Officer (
· Preparing  careers path maps  and follow up the implementation of the recruitment process in accordance with the budget, organizational structure and job descriptions.

· preparing  a periodic employees performance reports  .

· recording all the information about the staff and ensure their security clearance 

· supervise the attendance of formal , over time and organize records .

· organizing staff vacations , annual periodic and sudden .

· Developing strategies and policies for the human resources training plans .

· developing the manual of  the human resources policies , and the pursuit of the implementation of all regulation relating to it.

· Finding a  specialized cadres and seek to use them .

· Preparation of employment contracts, end of the services, insurance cards, visa and warnings.

· Prepare tables and statements, analyzes and reports periodically.
· Responsibilities include: (Secretary (
· Arranging & typing all kinds of bilingual correspondence (incoming) outgoing and interoffice.
· Correspondence, in addition to reports, documents, researches and Power Point presentations.
· Handling, following up & arranging the Faculty meetings & appointments.

· Preparing timetables of the staff members and the faculty.

· Arranging the approach seminars held by the Faculty.

· Handling & Receiving mails, faxes, making print out of all kinds of documents related to the training courses.
· Following up all required matters in the institute.
· Answering telephone, gives information to callers, routes call to appropriate person, and places outgoing calls.

· Organize and coordinate meetings, conferences, travel arrangement.

· Responsibilities include: (Executive Administration Officer)
· Providing office support services in order to ensure efficiency and effectiveness within the Authority.

· Receiving, directing and relaying telephone messages and fax messages

· Maintaining the general filing system and file all correspondence

· Assisting in the planning and preparation of meetings, conferences and conference telephone calls.

· Responding to public inquiries

· Preparing price quotation for materials.
· Preparing official correspondents.
· Coordinating with translators for current courses.
· Preparing the course materials.
· Prepare and print required books and materials for courses which include acquaintance forms, evaluation forms, review attendance sheets, and classify the data from evaluation sheets.

· Preparing certificates for the students and coordinate with the print house.
· Editing the labor file (security clearance file).

· Perform any administrative duties ordered from the direct manager.
Awraq Islamic Shares & Bonds L.L.C.
(A subsidiary of Al Hamid Group of Companies)

United Arab Emirates – Abu Dhabi.

Customer Service Officer (December2009 – December 2010)

 As a customer service officer my role included the following:
· Providing investors with investor numbers.
· Opening trading account for investors on both equators ADX & DFM.
· Answering investors' inquires related to their statements of account or shares holdings.
· Arranging the investors' money transfers from or to the bank upon request.
· Transferring shares to and from the brokerage company to DFM or ADX . 
· Reviewing all documents related to the operations department.

· Handling all inquiries to calls & walk-in customers.
· Handling all the customers' complaints.
· Processing the paperwork for opening and closing accounts.
· Training the customers on the use of the online trades' software and answering all inquires.
· Working closely with the accounting department in customers' records and settlement payment collections.

·  Making recommendations to management concerning customer  requirements and improvement of procedures 
Sharjah Islamic Financial Services 
(Company subsequent to Sharjah Islamic Bank)

United Arab Emirates – Abu Dhabi (Branch)

Customer Service Representative (March 2007 – November 2009).
As a customer service representative my role included the following:
· Providing investors with investor numbers.
· Opening trading account for investors on both equators ADX & DFM.
· Answering investors' inquires related to their statements of account or shares holdings.
· Arranging the investors' money transfers from or to the bank upon request.
· Transferring shares to and from the brokerage company to DFM or ADX . 

Abu Dhabi Islamic Bank (ADIB) 

United Arab Emirates – Abu Dhabi (Branch)

Clerk (September 2005– April 2006)

As a clerk in the ICD (Internal Control Department) my role included the following:
· Received batches from more than 12 branches all over the UAE.
· Checked the batches and made sure that all transactions in the branches were correct. 
· Worked closely with managers in other departments and assisted in the operational process on updating policies and procedures and ultimately in increasing customers' satisfaction. 
· Emailed the staff and send announced with every mistake I may face. 
· Ensured that all cash payments and cheques received /paid were accounted and correct.

· Performed other duties as instructed by the management.
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