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Educational Qualification

· Bachelor degree in Business Administration from Cairo University in Egypt – 1999

   Professional Experience

Takeda Pharmaceuticals

Office Manager/ Executive Assistant to Managing Director
December 2014 till Date

Job profile
Liaising with facilities providers (Landlord, DEWA, Etisalat, Office Maintenance, IT providers)

Receive monthly invoices from facilities providers (Landlord, DEWA, Etisalat, Office Maintenance, IT providers), and coordinate with finance department for payment

Obtaining quotes for services and managing their completion
Conduct suppliers search, complete all compliance forms regarding the selected suppliers, and collect the approvals to include them in the approved list, initiate supplier’s agreement and renew annual contract.
Negotiate and initiate corporate rate contracts for hotels, travel agent, Limo Service and shipment Companies.
Coordinate with Global Procurement to comply with Corporate Policies
Coordinate with IT department on all office equipment

Manage office budget, and prepare office expenses reports in monthly bases
Manage relationships with vendors, service providers, etc, and ensuring that all items are invoiced and paid on time
Assist HR in the on and off-boarding of employees
Organize all business meetings including preparation of announcements, agendas, and follow up on action plan after each meeting

Manage MD’s calendar and all appointments on a daily basis

Arrange TC & WebEx call.

Prepare Power Point Presentation
Arrange for the outbound visa for MD (I.e. Schengen visa, Saudi visa, .…) by preparing the required documents and book visa interview appointment.

Arrange for the inbound visa to Dubai for the team. 
Responsible on the travel arrangement for MD ( i.e tickets, hotel booking, transportation )
Prepare MD travel expense claim forms

Support the Managing director as and when needed. 

Receiving project rational forms for marketing activities (i.e. International event, Local DGM, Brand reminder, Speaker engagement), Check & Review the documents and secure approvals from stakeholders, and arrange for filling.

Prepare logistics for international events i.e. tickets, hotel accommodation, transportation, registration.

Prepare LPO for suppliers on E-buy system.

Receive & review invoices on INSA.

Receive quarterly budget plan from country mangers & Marketing team, and record data in the budget tracking sheet.

Track marketing activities expenses (i.e. International event, Local DGM, Brand reminder, Speaker engagement, and Travel itinerary) and record the actual values in the Budget tracking sheet.

Monitor the monthly budget and Provide data and marketing activity total values for MD in order to facilitate budget controlling and prevent deviation.

Receive & file monthly itinerary plan and provide data when requested.

Receive & file monthly sales reports and provide data when requested.

Receive & review invoices form country mangers and send to finance department for payment. 

Follow up on the pending payments and invoices with finance department and update the country mangers accordingly.

Deal with country mangers request in daily bases and liaise with the internal departments to insure smooth work process flow.

Receive travel expenses claim forms from the team, review the expenses and secure the needed approvals, and handle to finance to process the payment.

Merck Sharp & Dohme (MSD) 

Executive Assistant to Managing Director
 February 2011 till December 2014
Job profile
· Organize all business meetings including preparation of announcements, agendas, and follow up on action plan after each meeting
· Manage MD’s calendar and all appointments on a daily basis

· Arrange TC & WebEx call.

· Prepare Power Point Presentation
· Arrange for the outbound visa for MD (I.e. Schengen visa, Saudi visa, .…) by preparing the required documents and book visa interview appointment.

· Arrange for the inbound visa to Dubai for the team. 
· Responsible on the travel arrangement for MD (i.e tickets, hotel booking, transportation)
· Prepare MD travel expense claim forms

· Support the Managing director as and when needed. 
· Obtain the approvals from the stakeholders for the project rational forms and arrange for filing 
· Maintain and manage all Distributors Agreements and liaise with internal legal and compliance department when required.

· Arrange all Travel Logistics for the delegates attend international congress including air ticket, hotel booking, and limo pick up.

· Meet suppliers and vendors from hotels, travel agent, Limo Service Company in regular basis to negotiate for prices and report for unsatisfactory service.

· Meet the new vendors and suppliers and negotiate for corporate rate agreement and credit facility contracts, liaise with the finance department to get the approval on agreements and contracts
· Prepare LPO’s for the vendors and suppliers and follow up with the account department for payment.

· Ensuring all files are completed based on the compliance rules & regulation and ready for auditing purpose.
Private Jet Charter, Dubai
                                                             Charter Flight Sales Executive 

October 2009 till February 2011
Job profile
· Responsible to manage and develop existing Client portfolio (i.e. High Net worth Individuals, senior level executives, corporate), and to increase the portfolio by targeting new clients.

· Generate new leads and identify new prospective clients by evaluate and develop new and existing business for the company and help to increase its presence and reputation in the region.

· Achieve monthly and annual targets

· Receive client inquiries via telephone, email and internet

· Communicate with clients and Dealing promptly with inquiries

· Obtain prices from aircraft operators and owners and produce cost indications and detailed quotations for our clients.

· Negotiate payment terms with Suppliers and our clients

· Follow up on all quotes and discuss the options with clients and offering them tailored solutions suitable to the client’s requirements.

· keeping regular contact with existing clients

· Send charter flight contract and collect payment through the IVR system.

· Represent the company at the air show and travel industry exhibitions

· Meet with the other suppliers in the travel industry to negotiate for the potential business and special rate agreement, credit facility and payment terms.

· Meet clients as and when necessary to maintain relationships and in turn increase client loyalty

· Compiling brief daily report and list which clients I have contacted, quoted, booked each day

· Regular updating of operators and aircraft on CATS system
Damac Properties, Abu Dhabi
                                                                     Sales consultant

June 2008 till September 2009  
 Job profile  
· Responsible to develop  a potential client data base and agent network, 
· Ensuring that quality customer service is provided to the customers as per the company standards
· Responsible in initiate and close real estate deals and create opportunity for future business for the company. 
· Negotiate with both potential prospect and high net worth individual
· Responsible on client relation management, liaising and establishing contracts with major property brokers within and outside UAE 
· Presenting  properties to clients ,showing clients properties as per their needs, 
· Generating new business to the company, keeping up to date with market trends and prices 
· Preparing contracts and invoices.   
Etihad Airways, Abu Dhabi

Cabin Crew Service Manger

January 2004 till May 2008




Job profile
· Responsible on the management and supervision of a team of Cabin Crew during the flight as a mentor

· Guiding and motivating the team to ensure consistent highest safety standards and to achieve a premium level of on board service and hospitality.
· Providing regular updates to the captain during the flight on cabin safety and service performance.  
· Monitor the Cabin Crew to ensure all regulations and standards are applied and followed both on board and during layovers

· Providing the Cabin Crew with on board guidance and coaching 
· Responsible for a variety of tasks including: verifying Cabin Crew are fit for the flight; verification of Company and legislative safety and security documentation  
· Completion of all necessary paperwork related to flight reporting  
· Communicate efficiently with Flight Crew, Cabin Crew and Ground Staff and provide feedback to the management team on operational matters such as products standards, performance of suppliers and service providers, i.e. caterers, cleaning companies, traffic, engineering, ground handling etc.
· Providing a high degree of diplomacy to effectively manage guests on board requests and address issues before they arise and ensure guests feedback is obtained effectively during flights. 

    Gulf Air, Bahrain
                         
  Cabin Crew
July 1999 till January 2004

Job Profile:

· Working as flight attendant in economy class, business class and first class.
· Providing high standard of customer service to the guests.
· Apply safety care & regulation as trained in the safety training.
· Apply first aid to any emergency casualty as we trained in safety health aviation.
· Apply customer care and deal with guest with special needs. 
· Attend guest need and solve any problems on board. 
 Skills:
· Computer skills  :  Microsoft office: Outlook, word,  Excel,  Power Point
TRAINING:
Training in Gulf Air Accademy and Etihad Airways  Accademy 
· Problem solving technique

· Time management

· Stress management

· Effective commination skills

· Customer service technique
· Team Leader skills
· Aviation Security and safety

· Rescue and First AID

· Aviation safety equipment

· Grooming Standards.                                                

Language Skills

· Arabic   :  spoken / writing / reading 

· English  :  spoken / writing / reading

POINTS OF STRENGTH:

· Ability to work independently and with teams and groups.

· Ability to work under pressure , and copy with urgent Ad-Hoc projects 
· Hard worker and highly organized.
· Excellent communication & Presentation skills     
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