Maha
Maha.335357@2freemail.com 
Looking to obtain a position that will enable me to use my strong organizational and communicational skills in a fast-paced environment that will lead to long lasting employment tenure.

Highlights of Skills:
· Extensive experience working in an Office Environment with a focus on meeting targets and quotas

· Strong computer skills with proficiency in Microsoft Excel, Word and PowerPoint

· Friendly and personable with excellent communication skills; fluency in English and Arabic

· Reliable and dedicated team player with the ability to work well individually or in a team environment

· Excellent analytical and problem solving skills and able to work well in a fast paced atmosphere

Work Experience: 

Part Time Sales Associate, The Bay – Major Home, Hamilton Ontario           October 2015 – September 2016
Part Time Telemarketer/Administrator, LifeRock Financial – Hamilton, Ontario       May 2014 – January 2016
· Checking emails and contacting new clients and booking appointments with a financial advisor

· Answering client inquiries based on financial advisor recommendations and notes
Associate Admissions Representative, Everest College – Hamilton, Ontario 
    July 2014 – February 2015  

· Counselled students on the available programs and enrollment package at Everest College through determining interests, strengths and weaknesses

· Interpreted personality assessments/surveys, assessed student goals and recommended programs based on results

· Assisted students with making a schooling decision by reviewing a typical day in their field of choice and by conducting school tours and introducing students to the financial aid department

· Communicated with Schools, English Language Centers and employed to build strong ties with Everest College, promoting referrals and providing incentives for employers
· Followed up with students regarding their schooling decision, documenting all interactions between admissions and students

· Followed up with students who expressed interest in Everest College online, inviting students into the school and promoting enrolment
Senior Consultant, Bridge International / Global Vision for Academic Services – Jordan 

   2006 – 2013 

· Acted as an Academic Counselor, counseling students who were interested in studying in the U.K.  Part of my tenure, required I apply through the program Universities and Centers Application Services

· Established academic agreements between Bridge International and twenty Canadian post-secondary Institutions. 
· Organized and coordinated 5 Academic exhibitions for all twenty Canadian post-secondary institutions in Amman, Jordan.
· Communicated effectively with schools and students using excellent customer service skills, always maintaining a strong customer base
· Trained seven employees who are now qualified counselors for both U.K and Canada

· Traveled to Kuwait, Bahrain, Dubai (and Abu Dhabi) and Qatar to visit schools and Exhibitions with U.K representatives to strengthen Bridge International & Global Vision ties.

Education:

Counseling Techniques Certificate, Mohawk College – Hamilton, ON

                    November, 2016

BSc Chemistry, University of Jordan – Amman, Jordan





     June, 2006

References Available Upon Request
