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Rania
Rania.342491@2freemail.com 

	Objective
	Highly talented individual, enthusiastic, diverse cultured, self-motivated personnel with a sound of understanding administration, assets& projects management and customer service within multinational companies &GCC region. Honoured respectively by distinguished records of academic performance and total of 13 years professional experience. Looking for an administrative role that qualify my knowledge and experience within a reputable organization.

	Date of birth

Nationality

Professional Experience


	26th April 1977

Egyptian


Asset and Project Administrator/IT

PetroChina- Dubai, UAE 

March 2013 –Till now 
· Monitor the IT system, especially asset system, and resolve the issues.

· Manage the undergoing IT projects and trace the progress by communicating with internal department, such as CPL,etc.,and the contractors, such as Idama. 
· Review the IT daily process and enforce the IT policies will be followed by 3rd parties. 
· Monitoring the status of backup system, OP manager and other IT internal tools.
· Get users’ requirement from different departments to finish OA platform.
· Daily IT issue resolving. Such as network, computer, and phone.
· Upload all documents to company management system.

· Preparing MR and SR for the Dep. requirement in order to process project.

· Process payment request on SAP.
· Managing the administrative duties for the IT Dep.

· Managing the Production Senior Managers travel calendars.

·  Liaising with HR for the recruitment process of the Production department new employees.

· Coordinate with the other departments for the IT department employees’ mobilization.

· Setting the documentation & filing for the Production department.

· PowerPoint Presentations to Employee for new IT application training. 
· Arrange flights & hotel bookings for the senior managers & department employees.

Communications Consultant
PR Consultant (ideas 361 PR Consultancy –Dubai   
May 2010- March 2013 

Working in the capacity of  PR Communications Consultant alongside a dynamic PR consultancy team representing a cross-section of international and local brands in its portfolio: L’OREAL Consumer Products Division (L’Oreal Paris, Maybelline NY, Garnier), L’OREAL Active Cosmetics Division (VICHY, SkinCeuticals), L’OREAL Middle East Corporate Communications, KAO Brands (Jergens Skincare), NUXE, Breitilng 

Responsibilities :
· Client servicing responsibilities including day to day communication with the clients, reporting and periodic reviews and status updating. Handling the different aspects of the relationship and finding creative solutions for challenging situations.  
· Establishing strong media relations with key media members from local, Pan Arab and international publications and TV stations.
· Reinforcing the brand image through identifying strategic sponsorship opportunities, negotiating bartered deals, opportunities for product placements, exclusive features, photo shoots, spokes people interviews, Public Relations events and media events. 
· Organizing and managing on-ground media relations activities for key client events and launches, example: 

   -Organizing media relations and press coverage at Cannes    Film Festival 2012 for Najwa Karam as 1st Arab spokesperson for L’OREAL Paris
· Directing the Arabic and English copy writing and editorial unit including scripting and key messages preparation and briefings in both Arabic and English.
· Generating monthly reports, newsletter to share it with the client. 
·  Supervising on preparing the Press kit Martials to be sent to the media. 
PR Executive

Tonic Communications - Dubai, UAE 
March 2008 - 2009



· Create and maintain media lists

· Handle routine media inquiries

· Assist in account administration duties such as billing and activity reports
· Clippings report, sending-out press release and following-up coverage from the media.
· Develop relationships with external audiences (media, third party constituencies, etc.) to convey the Client's message
· Assists with administrative tasks such as preparation and distribution of publications.
· Monitor media to report coverage that affects the Client's business.
Clients Handled
  
· Promotion and Sampling Activities for Kellogg’s - World’s leading breakfast cereal 

· U21Gobal – The world’s premiere online graduate school
· New Look, Koton, Reiss and Aftershock – Fashion by Landmark Group (Dubai, UAE)

Sales Advisor
 Phones 4 u - London, England
 May 2002 - March 2006
         

· Achieved weekly sales and performance targets and current business focuses.

· Deals with customer inquiries 
· Task to update current promotions and maintain an up to date knowledge of all the products and services
· Assigned in administration duties
· Research local business opportunities, competitors and local trading patterns.

	
Education

References
	Assistant Manager, Part Time
                 
Cancer Research. London, England.

January 2002 - March 2006

· Manage the processing and maintenance of the stock to the required standards and run the shop in the absence of the shop manager.

· Ensure all the relevant administration is completed.

· Ensure all the financial, cash handling and security procedures are followed.

· Ensure shop and window presentation standards are met.

· Ensure an exceptionally high level of customer car is maintained.

· Ensure the shop meets health and safety regulations.


Account Sales Manager
Noor Advanced Tec. Cairo, Egypt
May 2001  - April 2002
       
              

· Responsible to achieve sales targets
· Find and create new business within each account
· Study, discuss, and analyze the customer needs
· Influence the decision making process with related departments
· Develops and defines sales strategy, business plan
· Monitor competitor and analyze market information

Sales Executive
                  
Dreamland real estate. Cairo, Egypt. 
July 1999  - April 2001

· Advice and assist customer whilst taking indoor and outdoor sales.

· Conducted full sales presentation from project description phase to client needs identification.

· Decision-making and closing the sale deal with customers.

· Explain and illustrate all the advantages of the project as well the instalments system to the client.

Internship Program for Customer Service

Egyptian Gulf Bank, Cairo, Egypt 
Summer 1996, 1997 and 1998                           .


1995 – 1999        Sadat Academy for Management Science.
Cairo, Egypt.

Bachelor of Management Science Major in Banking

1991- 1994 Amoun Language School ,Ism., Egypt

General Secondary Education
Successful selling in real estates Industry 

Telephone behaviour & customer care manners. 

International marketing &management institute.

Furnished upon request. 



