RAZAZ 
RAZAZ.341312@2freemail.com 
PERSONAL INFORMATION 

Nationality: Sudanese                                       Gender: Female                                       Marital Status: Single                           
Date of Birth: 12th of April 1987                     Place of Birth: Al Ain, Uae                   Visa Status: Valid Resident Visa 
Driving License: Light Vehicle  
CAREER SUMMARY 
Highly organized, energetic and dedicated executive secretary strongly motivated to be of service putting much positive stance into every piece of work.
OBJECTIVE 

Looking forward to work in a professionally competent environment where my organizational and communication skills can be fully utilized to assist executives in daily tasks.

KEY SKILLS 

·    Positive attitude: Adaptable and Flexible

·    Good verbal and written communication skills
·    Microsoft Office – Power Point, Word, Excel and Outlook

·    Good typing skills Arabic/English

PROFESSIONAL EXPERIENCE

NAS Racing – Crown Prince Office of Dubai 
Dubai, UAE
Executive Secretary 
April 2014 to Date
My duties and responsibilities included
· Provide administrative and clerical support to departments or individuals.

· Schedule meetings and arrange conference rooms

· Manage travel and schedule.

· Prepare confidential and sensitive documents.

· Prepare Memos and letters.

· Read and analyze incoming memos, submissions, and reports in order to determine their significance and plan their distribution.

· Perform general office duties such as ordering supplies, maintaining records management systems, and performing basic bookkeeping work.

· Coordinates office management activities.

· Takes and transcribes dictation

· Helps prepare Company budget.

· Maintain office procedures.

· Operate office equipment, such as photocopy machine and scanner.

· Coordinate committees and task forces.

· Receive and relay telephone messages.

· Maintain hard copy and electronic filing system.

Royal Holidays & Travel  
Al Ain, UAE
Travel Consultant 
July 2012–April 2014
My duties and responsibilities included 
· Reserve seats, issuing tickets, modify, re-issue, revalidate and refund tickets.

· Answer calls; make reservation by phone and answering all clients' inquiries.

· Handle all clients' problems and solve it.

· Organize full packages around the world including tickets, hotels, transportation, etc.

· Organize Hajj & Omra packages. 

Sudan Air ways
Al Ain, UAE
Travel Consultant 
Feb 2011 –Feb 2012
My duties and responsibilities included

· Reserve seats, issuing tickets, modify, re-issue, revalidate and refund tickets.

· Answer calls; make reservation by phone and answering all clients' inquiries.

· Handle all clients' problems and solve them.
Al Dar Travel Agency
Al Ain, UAE
Travel Consultant 
Jun 2010 –Dec 2010
My duties and responsibilities included 

· Reserve seats, issuing tickets, modify and re-issue tickets.

· Answer calls; make reservation by phone and answering all clients' inquiries.

Jwana Real Estate and General Construction 
Al Ain, UAE
Reception & Secretary 
May – Jul 2009
My duties and responsibilities included 

· Provide administrative and clerical support to departments or individuals 
· Answer calls; make reservation by phone and answering all clients' inquiries.
· Schedule meetings and arrange conference rooms

· Manage travel and schedule.

· Prepare confidential and sensitive documents.

· Prepare Memos and letters.

EDUCATION & CERTIFICATIONS

 Amadeus Center 
                                                                                                                        Al Ain, Uae
Basic Course of Amadeus
Jan 2011

Amadeus Center 
Al Ain, Uae
Refunds and Reissue
Jan 2011

Amadeus Center 
Al Ain, Uae
Basic Sabre Course Ticketing, Reservation and Issue 
Jan 2011

International Training Academy 
Al Ain, Uae
Passenger Fares, Ticketing & Reservation Course 
Oct 2010

Sindh University  
Jamshoro, Pakistan 
Bachelor of Microbiology
Mar 2006 - Dec 2009
VOLUNTEER & PUBLIC SERVICE 

Sudanese Students’ Union                                                                                      Jamshoro, Pakistan 
Member of Legislative Council                                                                                          May 2007 - April 2008
                                                                                                                                                  April 2008 –March 2009
My duties and responsibilities included 

· Drawing annual plans, Solving members problems

· Representing Sudanese students in international and local events

· Looking after students problems, 

Sudanese Students’ Union                                                                                      Jamshoro, Pakistan 
Financial secretary – Executive Committee                                                                        May 2007 - April 2008
My duties included 
· Planning and providing financial recourses 

· Following up Union’s financial aspects. 
References are available upon request.
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