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PERSONAL DETAILS

· Date of Birth: 18-1-1994
· Nationality: Jordanian

· Email: Haya.332248@2freemail.com 
· Marital Status: Single

· Address: UAE/Sharjah

CAREER OBJECTIVES
· To serve organization with full motivation and dedication and make myself beneficial asset for the organization, on the other hand staring a new and challenging position, one which will make best use of my existing creative skills and experience and also further my personal and professional development.

EDUCATIONAL QUALIFICATIONS
· High School Diploma, National Charity School _ UAE / Dubai (1999-2011)
· Bachelor of Business Administration in Marketing, University of Dubai (2011-2016)
· Secretarial Course, Certificate of Course Completion, Wisdom Education Institute (July 2013-May 2013)

WORK EXPERIENCE
Uptown School Dubai, UAE                                         17 June 2014 to Date
Secretarial/Receptionist Administrative:
· Answers phone calls in a pleasant, informed manner for the purpose of providing information and creating a good image of the school

· Manages telephone message system (office hours, inclement weather and other recorded messages)

· Greets all incoming students, families and guests respectfully and professionally

· Assists in all aspects of maintaining a professional front office, including but not limited to, fielding and directing incoming phone calls to the appropriate staff member in a timely, professional manner, filing and copying and faxing of sensitive information.

· Understands, accepts, and abides by the School’s philosophy and mission statement in all his/her school activities.

· Develops a positive, welcoming and caring climate in the Front Office.

· Consistently exhibits high standards of professional conduct.

· Effectively perform all other duties as assigned by Principal.

· Provides for children’s personal needs such as attending to those who are sick or hurt; administering medications as prescribed by a physician in accordance with training and authorization

· Requires basic clerical skills and knowledge of office practices and procedures that involve the operation of standard office equipment such as personal computer, copier, fax, and associated equipment that can be learned on the job within several months.

· Assists students and others with routine problems and will refer non-routine items to a supervisor.

· Works with courtesy, tact, and diplomacy in dealing with others, and works cooperatively as part of a team.

· Assigned to work in Guidance, Student Services, Curriculum, or the HR office.

· Types routine correspondence, memoranda, reports, records, bulletins, orders and other office documents from sources such as rough drafts, notes, and oral instructions.

· Receives, counts, opens, unpacks, dates, stamps, records, sorts and distributes incoming mail, documents, books, materials and supplies following established procedures.

· Sorts and stamps out-going correspondence, addresses envelopes and packages, and prepares printed matter and other material for mailing.

· Receives and refers visitors, takes telephone calls and messages, and provides routine information upon request.
Personal Assistant to Head of Secondary:

· Extensive diary control to the Head

· Booking meetings/conferences

· Preparation of agendas and meeting materials for the board, taking minutes of meetings and following up on action points.
· Drafting correspondence letters, emails on behalf of the Head

· Ensure the internal system is up to date

· Administrative support
· Working on iSAMS database management related to student portal.
Dubai Arab American Private School Dubai, UAE

HR Assistant                                                                        
· Answering employee questions

· Processing incoming mail

· Creating and distributing documents

· Providing customer service to organization employees

· Serving as a point of contact with benefit vendors/administrators

· Maintaining computer system by updating and entering data

· Setting appointments and arranging meetings

· Maintaining calendars of HR management team

· Compiling reports and spreadsheets and preparing spreadsheets
· Maintaining current HR files and databases

PERSONAL SKILLS
· Excellent presentation, interpersonal and communication skills; 

· Dynamic, enthusiastic and passionate individual at work 

· Coordinating activities and work, planning, communicating & implementing

· Self-aware - always seeking to learn and grow.

· Excellent interpersonal skills - good communicator, leadership, high integrity and honesty; ethical and socially aware. 
· Ability to apply academic Knowledge to real life situations.

· Result oriented 

· Able to perform well under pressure, multitasking.
COMPUTER SKILLS
	· Microsoft Office

· Photoshop
· Illustrator

· Word

· Excel

· Power-Point

· Access



LANGUAGE
· Arabic           Fluent
· English          Fluent
MISC. INFORMATION:
· UAE Driving License & Car
