Areej
                      
Professional Development:
  High School of Education   Jordanian high school.


                   2003
Bachelor of Education          BS degree in Business Administration

        2008

                                        Marketing Management & Business Administration                                         
                                        Belford University

Professional Experience and Significant Achievements:
· Office Manager, HR, PA,


Jan, 13 – Present

 Dubai, UAE

	DUTIES & RESPONSIBILITIES


· Maintaining employee database as a soft copy and a hard copy as well.

· Recruitment (co-ordinate with recruitment agencies).

· Manage the company HR by creating policies, conducting staff appraisals, staff retention planning, recruitment and induction processes.

· Manage the recruitment process to ensure staff hired fit company culture.

· Create systems in accordance with company goals.

· Detect and handle complaints, disputes of all staffs and to report them to the GM / CEO.

· Foster a conducive working environment through employee relation activities and communication.

· Assist in handling all staff proper documents.

· Develop and implement processes and polices in support of organization goals.

· Manage continual improvement via process reviews of all departments.
· Dealing with the PRO for visa application of new employee / cancellations (if any) etc.

· Renewal of trade licenses.

· Renewal of tenancy contracts for office / ware house etc.

· Renewal of health insurance and maintenance of records for each employee.

· Diary management for the GM.

· Responsible for sorting and filtering GM mail by post.

· Scheduling meetings for GM

· Any additional duties delegated by CEO.

· Travel Schedule Arrangement for the CEO, GM, Sales Managers and employees (Bus. / Vacation).

· Hotel Reservation for the Guests / CEO/GM. 

· Responsible for sorting CEO / GM emails when abroad. 
· Collate information and reports from departments as required and present to CEO / GM.

· Support CEO / GM as required with confidential projects, meeting and presentations.

· Provide follow up to assignments given to management staff by CEO / GM, provide status reports.

· Maintain company calendar of important events.
· Maintaining Employee Attendance Register.
· Checking and routing mails & faxes to the concerned departments, review and evaluate mail to identify those items requiring priority attention.
· Screening and routing calls to the concerned departments & person and take messages if required.

· Arranging Couriers

· Checking all the incoming invoices/ bills and forward them to the Accounts Dept.

· Scanning documents for all staff.

· Printing of company profiles.
· Backup of all outgoing and incoming communication.

· Collecting the data base from the sales department.

· Prepare a full report concerning the effective customer and forward it to CEO.

· Maintaining office correspondence.

· Ensuring an adequate supply of stationery and equipment in the office.

· Maintaining the office equipment and scheduling repairs whenever necessary.

· Maintaining confidentiality of sensitive data.

· Administration Manager, HR, PA,


Aug, 10 – Jan, 13
Al Alamiah A/C. & Ref Devices & Spare Parts Tr., Dubai, UAE
	DUTIES & RESPONSIBILITIES

	

	· Diary management for the General Manager.

· Responsible for sorting and filtering GM’s mail by post.
· Scheduling meetings for GM
· Any additional duties delegated by GM.

· Travel Schedule Arrangement for the GM, Sales Managers and employees (Bus. / Vacation).

· Hotel Reservation for the Guests / GM / Sales Staff 

· Responsible for sorting GM’s emails when abroad. 
· Collate information and reports from departments as required and present to GM.

· Support GM as required with confidential projects, meeting and presentations.

· Provide follow up to assignments given to management staff by GM, provide status reports.
· Maintain company calendar of important events.
· Maintaining Employee Attendance Register.
· Checking and routing mails & faxes to the concerned departments, review and evaluate mail to identify those items requiring priority attention.
· Screening and routing calls to the concerned departments & person and take messages if required.

· Arranging Couriers

· Checking all the incoming invoices/ bills and forward them to the Accounts Dept.
· Scanning documents for all staff.

· Printing of company profiles.
· Backup of all outgoing and incoming communication.
· Maintaining employee database as a soft copy and a hard copy as well.

· Recruitment (co-ordinate with recruitment agencies).

· Manage the company HR by creating policies, conducting staff appraisals, staff retention planning, recruitment and induction processes.

· Manage the recruitment process to ensure staff hired fit company culture.

· Create systems in accordance with company goals.

· Develop and implement processes and polices in support of organization goals.

· Manage continual improvement via process reviews of all departments.
· Dealing with the PRO for visa application of new employee / cancellations (if any) etc.

· Renewal of trade licenses.

· Renewal of tenancy contracts for office / ware house etc.

· Renewal of health insurance and maintenance of records for each employee.

· Customer Service ,     


Feb, 10 – July, 10

Dubai Real Estate Institute, Dubai, UAE

DUTIES & RESPONSIBILITIES

· Provide help and advice to customers, using the institute products and services.

· Communicating courteously with customers by telephone, email, and face to face.

· Investigating and solving customers problems (these may be more complex or long-standing problems).

· Handling customer complaints or any crises.

· Keeping accurate records of discussions or correspondence with customers.

· Producing written information for customers, often involving use of computer packages/software.

· Writing reports analyzing the customer service that the institute provides.
· Meeting with the managers to discuss possible improvements to customer service provided. 
· Registration assistance for the customers.
· Scheduling meetings.
· Preparation for the different courses provided by the institute.
· Checking the certificates and give it to the concerns or personals.


	Special Skills

	· Computer experiences on Microsoft word 95, 98, 2000, XP, vista business, excel.

· Using Internet.

· Excellent communication skills.
· customer service




Personal Details:

	Date of Birth
	:05 March 1986

	Nationality
	:Jordanian

	Marital Status
	: Seperate

	Languages 
	: Arabic & English

	Interest and Activities
	: Racing, Golf, and Reading
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