WIJDAN 

wijdan.33950@2freemail.com    

Dear Sir,  

Currently, I’m working as Administrative Assistant/ Executive Secretary/ Personal Assistant/ Executive Assistant/ Office Manager/ etc.... within the “ Corporate Communications Department” within Thuraya Satellite Telecommunications Company in Abu Dhabi. The opportunity presented in this listing is very interesting, and I believe that my strong experience will make me a very competitive candidate for this position. The key strengths that I possess for success in this position include:
. Providing full administration & secretarial functionalities related to Public Relation department, including assisting the departmental management with the administration of the day-to-day operations, functions and duties.
·  Carrying out responsibilities in some or all of the following functional areas:
o    Departmental development
o    Employee relations,
o    training and development,
o    Benefits & compensation,
o    organization development,
o    Executive administration and employment

.  Communicate with the PR Business
·  Communicate materials and activities for internal and external audiences
· Assist in a variety of areas, including publications, marketing, advertising, media relations, photography, print coordination and promotion.
I’m self motivated, have excellent skills in Excel, PowerPoint and Microsoft packages in general, excellent communication and interpersonal skills, Bilingual (Arabic & English Speaking) and have excellent ability to interact with senior members of management and employees alike. My skills include: Strategic Planning, Organizing, Analytical, Problem Solving, Decision Making, Flexibility, Teamwork, and Commitment to Achieve.
Please see my resume for additional information on my experience.
Thank you for your time and consideration. I look forward to hearing from you.
Best Regards
WIJDAN 

	PERSONAL BRIEF


Nationality


:
Jordanian.

Marital Status

:
Single

Driving License  

:
yes

Sponsor


:
Brother

Visa Type


:
Residence Visa

WORK EXPE   

	QUALIFICATIONS


E

· 
Diploma degree in mathematics & Computer

· 
Certificate in the art of spoken English.

· 
Diploma degree in Florist Design.

	WORK EXPERIENCE


     Senior Administrative Assistant - Corporate Communications Department
Thuraya Satellite Telecommunications Company

Sept. 2001 -   Present
· Perform a full range of secretarial duties, assist the supervisor with a variety of clerical, technical, and routine administrative duties; facilitate management internal & external communications.   

· Review and proof official documents, records and forms for accuracy, completeness and conformance to applicable rules and regulations.   Prepare and edit a variety of correspondences, memoranda, reports and other materials on a routine basis. 

· Operates computer equipment for the preparation and maintenance of a variety of documents, correspondence, reports and related materials; utilizes word processing, desktop publishing, spreadsheet, database or other software as required by the position.   

· Coordinate and handle internal communications and activities in the organization, including internal customer service.  

· Manage internal events for the employees such as family day, staff gatherings, etc…

· Meet and greet visitors, handle incoming and outgoing calls and enquiries, manage mails, arrange travel plans, and schedule appointments and meetings.

· Handle counter enquiries from the employees or the public, and provide administrative assistance to managers and department staffs.

· Handling all the invoices

· Liaising with members of other departments to follow up on queries from associates, e.g. travel arrangements, billing information, documents sent for translation, filing, etc.

· Handle filing and record keeping required for the department, including database management, data entry/retrieval and a variety of software applications used for general office and secretarial support. 

· Manage and order office supplies and inventories.

· Handling all Board of Directors meetings issues, General Assemblies, and Audit Committee meetings; from its initiation, correspondences, travel and hotel arrangements, venue bookings, delegates, branding and all set up, etc…

· Handling and engaging in a variety of activities within other departments in the organization namely recruitment exhibitions, Service Providers Forums and Telecommunication conferences.

· Communicating, inviting and sending press releases to the media locally and internationally; including the media watch for the organization. 

      Legal Assistant - Legal Department

Thuraya Satellite Telecommunications Company

June 1998 - Sept 2001

· Drafting & Typing Letters, Memo, and correspondences. Proofread, obtain signatures and distribute a variety of materials, such as letters, memorandum, and faxes.

· Follow up with daily press through direct phone calls, faxes, E-mails, and letters.

· Attending all incoming calls and arranging call for Legal Manager.

· Document and maintain the dispatches of outgoing and incoming mail for necessary records. 

· Complete and process standard forms, and prepare routine letters when required.

· Establish and maintain a filing system for the whole department. 

· Preparing meetings headlines and arranging with other parties involved.

· Typing and arranging all Contracts, Tenders, Agreements, Board Directors, General Assembly, Executive Committee, Shareholders (in Arabic & English).

· Arranging Board of Directors Meeting, General Assembly, Executive Committee Meeting …etc.

· Renewing all Contract / Agreements in regularly.

· Hosting customers and arranging their Contract Administrator and solving their problems.

· Handle filing and record keeping required for the department, including database management, data entry/retrieval and a variety of software applications used for general office and secretarial support. 

· Handling all the invoices

· Manage and order office supplies and inventories.

· Meet and greet visitors, handle incoming and outgoing calls and enquiries, manage mails, arrange travel plans, and schedule appointments and meetings.

       Executive Secretary - Administration

ADMA-OPCO 

1995 - 1997

· Handling all receptionist and secretarial work, Faxing, Telephone Operator, E-mailing, Using photocopy papers, document controller for project letters, using computer 95 in typing Arabic & English letters, setting up appointments prepare and type all department documents such as visas, Preparing Leases agreement. 

      Administrative Assistant - Administration

EMIRCON COMPANY
1994 - 1995

· Handling all receptionist and secretarial work, Faxing, telephone operator, document controller for project letters, using computer in typing Arabic & English letters, setting up appointments, Prepare and type all department documents such as visas.

       Executive Secretary - Administration

BIN SAQER GROUP COMPANY

1993 - 1994

· Handling receptionist and secretarial work, Faxing, telephone operator, document controller for project letters, using computer in typing Arabic & English letters, setting up appointments, Prepare and type all department documents such as visas.

       Office Assistant/ Teacher - Administration

AL DHAFRA SCHOOL, RUWAIS, UAE 

1991 - 1993

·    Teaching Arabic language to foreign people, Teacher routine, activities, etc.

	TTRAINING COURSES


· MS Windows + MS Word + Introduction to Computer & DOS 

Al Khawarizmi Centre

9-20 December 1995

Abu Dhabi - UAE

· MS Excel 2000

Al Khawarizmi Centre

12-23 February 2000

Abu Dhabi - UAE

· MS Power Point 2000

Al Khawarizmi Centre

26-28 February 2000

Abu Dhabi - UAE

· MS Access 2000

Al Khawarizmi Centre

4-12 March 2000

Abu Dhabi - UAE

· MS Project 98

Al Khawarizmi Centre

20-28 May 2000

Abu Dhabi - UAE

· Administration and Secretarial Skills

Meirc Training & Consulting

4-7 May  2002

· Microsoft Excel 2000 - Advanced

Compubase

Abu Dhabi - UAE

27 - 30 September 2003

· ISO 9001:2000 Awareness Training

RWTUV

9th November 2004

Abu Dhabi

· Advanced Skills for Executive Secretaries 

Meirc Training & Consulting

20-24 November 2004

Dubai - UAE

· Time Management 

Meirc Training & Consulting

23-25 May 2005

Dubai - UAE

· Simplification of Work Processes and Procedure  

Meirc Training & Consulting

6-8 May 2005

Sharjah - UAE

· ICDL (International Centre for Distance Learning)

Emirates Academy 

20th May 2007 21st July 2007 - 80 hours

Abu Dhabi - UAE     
	SKILLS


	Computer
	· Experience with the following operating systems:

·       Dos 

·       Windows 3.1.

·       Windows 95.

·       Apple Macintosh.

·   Experience with the following Applications:

·       MS - Word version 6.0 & 7.0

·       Word star

·       Word perfect version 5.0

·       MS - Excel version 5.0 & 7.0 

·       MS - Power Point 

·       MS - Access (Basic)

·       Project.

·       Arabic & English Word Processing.

·       Document Management System.

·       Ms - Excel (Basic + Advanced)

·       Administration and Secretarial Skills.

·       Business Writing Skills. 
	

	
	·       ICDL (International Centre for 


	

	Languages
	Arabic: Native speaker

English: Fluent in reading, writing and speaking


	

	Management & Personal Skills
	· Able to manage, handle and operate multiple tasks.

· English and Arabic Typing on computers and Typewriters (45 - 50) wpm.

· Good knowledge in the operation of retail banking software system (Beam, Branch environment automation system).

· Good interpersonal skills.

· Ability to communicate effectively both orally and in written form. 

· Accurate record keeping; ability to pay attentions to details.

· Ability to handle invoices

· Thorough knowledge of business English, spelling, and arithmetic. 

· Ability to deal and work effectively with employees and the general public. 
· Good interaction with other members of staff.

· Carry out all duties with total confidentiality.

· Hard working, efficient, proficient.

· Deal effectively with conflicts

· Ability to work under pressure.


	

	Activities:   Swimming, Arts, volley ball, traveling, crafts, etc….
	


REFERENCES:
Provided upon request.

