
Safa Jamal Isa Umar
Objective

Energetic and enthusiastic to work in a learning and developing work environment to achieve career goals.

Personal Data

Gender:


Female
D.O.B:


15/1/1992

Personal Profile

A competent and effective administrator with strong communication skills. A self-motivated and reliable individual who has a strong aptitude for organization and administration. A proactive and effective team player who thrives in a busy working environment with a very flexible and positive attitude in overcoming challenges and learning new skills. Currently looking for a job to expand knowledge and enhance existing skills.

Key Skills

· Strong communication & Interpersonal skills.

· Strong analytical & problem solving skills.

· Effective organiser and planner.

· Handle multiple tasks under pressure.

· Good dealing with Windows and Microsoft Office.
· Espousing an open culture teamwork and cross-fertilization of ideas and knowledge in accordance with the policies of the organization.
· Ability to absorb thoroughly and pick up new skills on the job.
· Ability to work under work load.

Education

· High School with 80%.

· Ash BAL Al- Qudes Private School.

· Year of Graduate: 2008 – 2009.

Courses:

· English language Courses
       Kings School by:

· TOEFL IBT Course

    Al Khawarizmi International College

· Accounting principle & Accounting cycle Course 

· Islamic Banking Course

· Typing Course (Arabic+English)
· ICDL Course 
· English Courses                                    kings School by :-

                                                          Al Khawarizmi International College
Certificate:

· High School Certificate 80% (Scientific).

· International Certificate in English language.
Experiences:

· 2014 – till date 

Midein Holding L.L.C
            As a Secretary (for the Chairman and CEO)  
· Open, sort and distribute incoming correspondence, mail, faxes and emails. 
· Reading and analyzing incoming memos, submissions and reports to determine their importance and arrange their distributions.

· Maintain and schedule meetings and greeting visitors and giving them appointments if specific managers are not available. 
· Carrying out general office tasks as ordering supplies, performing basic bookkeeping work and maintaining records managements system. 

· Booking and doing reservation for the CHAIRMAN/CEO flights, hotels, lunch meeting. 
· Feb 2011 - March 2013
EuroEmirates Trading Co.LLC
As a Secretary and Reception 
· Answer all incoming phone calls and takes messages and notifies the individuals about the calls.

· Receives / sends and forwards all incoming & outgoing emails & courier 

· Updates regularly the telephone directory on the server.

· Follow up attendance of invitees on social gatherings.

· Track all incoming & outgoing courier and other documents on a daily basis and receives and checks all mail should be forwarded with proper routing.

· Carries out additional duties that may be given from time by the admin Manager.
· Support the HR & Administrative works and assist in general daily office duties as assigned and translate documents from Arabic to English. Prepare the Arabic documents. 
· Typing and translation of HR-related documents in Arabic and English. Working closely with PRO related paperwork relating to Employment & Residency visa sponsorships for employees.
· Served as first point of Employees contact in person.
· Guided and handled HR functions like assisting in corrective action; responsible for arrangement, resolving disputes.

Interests

I like to read, socialise with friends and family, and I also have a keen interest in current affairs. Enjoy participating in-group assignments in conjunction with challenging my leadership qualities. 

Languages 
English: Very Good 

Arabic: - Excellent 
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