[image: image1.jpg]



Rana
Rana.331301@2freemail.com 
 

Career Objective

To secure a position with a professionally managed organization, where I would be able to use my strengths and skills, to the best benefit of my employer in Administration especially Human Resources. 
Being a person with commitment, determination and a flare for administration and human resources, I am looking for a challenging and responsible position.
Experience: 

1. April 2016- December 2016

	Location 
	:
	NumeroUno 

	Designation 
	:
	Operational Supervisor 

	Responsibilities 
	:
	· Planning and booking all required training. 

· Supervising production of training material. 

· Training, monitoring and evaluating the coordinator's assistant 

· Reporting to ADCO about all their approved trainings records

· Making sure that all ADCO's requirements are taking care of during the booking and conducting of the trainings. 
· Communicating with the trainers all their schedules and assisting them with all operational requirements. 

· Submitting the weekly booking report to operations manager. 

· Submitting the weekly trainer's utilization report to operation manager. 

· Monitoring the daily registration process.

· Keeping and reviewing candidate's satisfactory form and reporting problems to operation's manager. 




2. 3 Jan. 2013– April 2016
	Location 
	:
	BSI Management Systems Ltd 

	Designation 
	:
	Operational Planner 

	Responsibilities 
	:
	· Managing clients’ accounts 
· Creating new accounts and uploading client’s documents using the SAP software

· Managing visits schedule using the Galaxy software

· Scheduling assessors to outstanding jobs based on their qualifications

· Monitor and update assessors qualification 

· Monitor allocating of the Abu Dhabi’s assessors on monthly basis

· Monitor and calculating profitability of each job 

· Issuance of invoices after job completion using the SAP system 
· Monitor and arrange logistics support for auditors prior to the visit ie. Visa arrangement, security pass process follow up, flights, hotel booking and transportation if needed 

· Sending the audit results to the clients and getting the feedback from the clients about the audit and auditors performance (verbally).

· Follow up the pending payments.

· Perform the telemarketing 

· Creating clients data base for the telemarketing and marketing activity

· Follow up the compliance of using of BV logo for the exiting clients in newspaper, advertisements, websites and correspondence letters.
· Follow up the NCRs on 60 days (reminder) and 90 days formal letter and reporting the result to the management if there are no feedback form the clients.



3. Sept. 2007 – 3 Jan. 2013
	Location 
	:
	BUREAU VERITAS 

	Designation 
	:
	Administrator 

	Responsibilities 
	:
	· Update BV Abu Dhabi system with all the new improvement of BMS 

· Coordinate with the BV Gulf offices to implement the CSMS and updating auditors data

· Assist the Certification Manager in developing job descriptions of Certification Department 

· Update Department structure as and when required.
· Develop testing tools for interviewing new auditors

· Control, maintains and updates manpower plan within the department and prepare related monthly and weekly report of auditors’ utilization and arrange with HR Department regarding recruitment requirements within Certification department
· obtain and asses all certificates and testimonials of the auditors / freelancers 

· Maintain the relation ships with our exiting clients 

· Prepare the periodical reports like:

· Audits planning 

· Man days allocation for the auditors 

· Customer satisfaction

· Monthly forecast and performed audits income and expenses

· Responsible of reviewing the won certification projects and compare it with BV BMS requirements   

· Responsible of all the coordination before, during and after the audits with auditors and companies 

· Support commercial and marking people to strategizing and developing the existing clients

· Control certification projects flow with all related activities in organizing and scheduling…Etc   

· Preparing all the facilities to perform the audit in corporate with the clients and public relation dept on our company in Abu Dhabi and Dubai 

· Perform clients survey & analysis in cooperate the manager  

· Planning the audit for the pre-assessment, initial assessment, main assessment, surveillance & follow up audit for ISO 9001:2008 ,ISO 14001:2004,OHSAS 18001:2007 and HACCP projects by defining the audits date & auditors.

· Managing the customer files from receiving the completed application to the Re-certification.

· Entering the data of the clients to the certification service management system (scheduling and reporting program).

· Coordinate with the auditors for the audits date and reports before and after the audits.

· Sending the audit results to the clients and getting the feedback from the clients about the audit and auditors performance (verbally).

· Carrying out all the telephone conversation& correspondence (faxes & emails).

· Working with ZIG SOP program (Accounting program) for creating new zig no for certification and issuing the draft invoice and forward it to the account dept to print the final invoice.

· Follow up the pending payments.

· Perform the telemarketing 

· Creating clients data base for the telemarketing and marketing activity

· Follow up the compliance of using of BV logo for the exiting clients in newspaper, advertisements, websites and correspondence letters.
· Follow up the NCRs on 60 days (reminder) and 90 days formal letter and reporting the result to the SCS manager if there are no feedback form the clients.


4. Sept. 2003 – 25 Sept. 2007

	Location 
	:
	Haward Techology Middle East 

	Designation 
	:
	Training Supervisor 

	Date
	:
	October 2004

	Responsibilities 
	:
	· Train team members on communication & Marketing Skills.  

	
	
	· Supervise the team and improve their efficiency  

	
	
	· Work Closely with each training coordinator on her course and help her to solve problems

	
	
	· Build a positive team spirit within the team and maintain a positive team spirit within the company 

	
	
	· Establish and maintain professional relationships with clients  

	
	
	· Prepare and submit a monthly report on the team members


	Location 
	:
	Haward Techology Middle East 

	Designation 
	:
	Senior Training Coordinator 

	Date
	:
	August 2004

	Responsibilities 
	:
	· Marketing Training Courses  

	
	
	· Establish and maintain professional relationships with customers

	
	
	· Update existing database within the course marketing duration and venture new markets for new database

	
	
	· Represent the company at course venues and assist course instructor(s) and participants

	
	
	· Archive the filling 

	
	
	· Acting supervisor while absence 




	Location 
	:
	Haward Techology Middle East 

	Designation 
	:
	Training Coordinator 

	Date
	:
	· Sept 2003

	Responsibilities 
	:
	· Marketing Training Courses  

	
	
	· Establish and maintain professional relationships with customers

	
	
	· Update existing database within the course marketing duration and venture new markets for new database

	
	
	· Represent the company at course venues and assist course instructor(s) and participants

	
	
	· Archive the filling


5. Feb. 1998 – August 1998 
	Location 
	:
	Technical Architects General Contracting Est.

	Period
	:
	6 Months 

	Designation 
	:
	Secretary 

	Responsibilities 
	:
	· Updating and maintaining internal databases like emails, Telephone/Fax Database etc.

	
	
	· Handling all travel bookings of the managers & engineers.

	
	
	· Handling day-to-day administration of the office

	
	
	· Handling routine secretarial duties like speed writing, typing of office correspondence, self-correspondence, follow-ups etc.

	
	
	· Updating and maintaining all personnel data/files and other important business related files.

	
	
	· Handling all incoming correspondence, faxes and e-mails and scheduling appointments.

	
	
	· Updating the Project Lists Database, Representative / Distributor List of all the Divisions 



6. July 5,1996 – May 25, 1997

	Location 
	:
	Al Rashad Art Designs Company

	Period
	:
	10 Months 

	Designation 
	:
	Secretary 

	Responsibilities 
	:
	· Responsible for receiving and screening all domestic and international incoming calls on behalf of all Managers and staff.

	
	
	· Responsible for receiving and dispatching all domestic and international mails, faxes and couriers / shipments. Responsible for documentation involved in receiving and dispatching shipments. Receiving and attending to all visitors of the office.

	
	
	· Providing callers with basic information about product line, scheduled payments etc. per their inquiries.

	
	
	· Chalking out entire travel plan of Manager – airline reservation, hotel bookings, car hires and any additional requirements. Also, working out the most suitable itinerary– airline, hotel etc.- in accordance with making the trip most cost effective. Scheduling international & domestic appointments for all Managers and staff. 

	
	
	· Responsible for all hotel arrangements, issuance of visas, car hires etc. for company's visitors. 

	
	
	· Responsible for purchasing all office supplies, stationary and furniture etc. 

	
	
	· Responsible for general correspondence on behalf of Managing Director and other Managers. Responsible for maintaining records database of all our agents.

	
	
	· Submitting quotations to the clients on behalf of the Managers.

	
	
	· Maintaining all files and databases pertaining to the Company and the Managers.

	
	
	· Preparation and submission of Local Purchase Orders. Responsible for payments to suppliers. Responsible for renewing contracts pertaining to office operations.

	
	
	· Assisting Marketing Manager and Accounts Manager in day-to-day business activities.

	
	
	· Working entirely on Windows, Microsoft Word 2000, Microsoft Excel 2000, Microsoft PowerPoint 2000, Microsoft Outlook Express, Microsoft Internet Explorer etc.

	
	
	· Providing callers with basic information about product line, scheduled payments etc. per their inquiries.

	
	
	· Responsible for receiving and screening all domestic and international incoming calls on behalf of all Managers and staff.


Educational Qualifications:

· Human Resources Management Diploma – October 2011
Curriculums qualified in:

· Manage Work force Planning
· Manage Human Resources - Information systems
· Manage Remunerations and employees benefits
· Manage Recruitment, Selection and Induction Processes
· Manage Separation or Termination
· Manage Meditation processes
· Manage Performance Management System
· ISO 9001:2008 Internal Auditor Training Course April 01-02, 2009

· January 11, 1997 – April 09, 1997 Passed Course in secretary in Specialized Computer System Institute 
· 1996 Secondary School – Abu Dhabi,
Computer Knowledge: 

· Windows 95/97, MS Excel 97 , Access, Power Point, Filling & Data Entering & Internet 
Languages: 

Arabic
  : Mother Tongue 

English 
  : Excellent 
Personality:  

Loyal

Hard Worker 

Can Work under Presser 

Responsible 
