Maggie
Maggie.347091@2freemail.com 
Professional Objective

Seeking a challenging career position where unique blend of talents can be effectively utilized by a company offering long-term opportunities for professional growth in recognition of dedication, drive, and superior performance.

Executive Profile

Energetic and highly talented Office Management/ Administration /Customer Service professional with distinguished record of academic performance and professional achievements with over 20 years of progressive experience in UAE / Egypt. Exceptional multi-tasking abilities; swift and effective problem solver.  Able to produce positive results independently; extremely self-motivated.  Highly adaptable; thrive on challenges and excel in new environment. Strong dynamic personality able to quickly establish relationship with everyone.  Strategic and creative thinker recognized for exceptional work ethic, and commitment to organizational objectives; consistently seeks challenges both in personal and vocational pursuits.  Consistently noted by senior management, staff, and co-workers for superior job performance, creativity, solid work ethic, and timely completion of all assignments meeting deadlines. Excellent communication skills in English/ Arabic and the ability to interact effectively at all levels with Senior Executives.  

Core Competencies

♦ Planning & Organizing


        ♦ Customer Service Management

               ♦ Sales & Marketing Management                         ♦ Corporate Identity / Reputation Management

               ♦ People and Service Orientation

        ♦ Documentation Management

               ♦ Customer Needs Assessment

        ♦ Holistic Troubleshooting

               ♦ Team Building & Leadership

        ♦ Accurate and Detail Oriented

Career Progression

DNV.GL AS 
GUEST RELATION OFFICER &                                                                                           Oct-2010 to date 

Administrator contract reviewer                                                                                        Abu Dhabi , UAE 

Facility and procurement department 

Actively participated and coordinated the intra-office moves during the merger of DNV and GL in year 2014 making sure that met all the company compliances and standard.
· Answer, screen and forward telephone calls provided information in person, over the phone and by email
· Supporting the legal department from 2012 till 2015 in the contract legal review by reviewing the clients contract according to DNV GL policy.

· Draft and processed all correspondence, documents, proposals from Arabic to English and English to Arabic as required
· Assured all of the offices have sufficient insurance cover through negotiation with vendors. Supported the team in all aspects of claims and enquires
· Managed the budget for stationary through vendor selection and obtaining the best deals for printing and consumables
· Central coordinator for travel requirements for X personnel within the DNV GL office. Provided indepth support to the management on the selection of the travel services agent and monitored the agent performance throughout the contract.

· Coordinate international and domestic travel including air travel, car services, and accommodations.
· Coordinate and follow up the car registration, Renewal, Services. Make the arrangement for new rented Vehicles for the employee.  
· Coordinate and arrange with event team for all office events such as award services, annual parties, town hall meetings and training courses.
· Ensure that IT, QHSE, Finance and Business services are given timely notification of new starters to ensure any required equipment can be arranged for handover on first day
· Ensure that all the company priorities have been collected from the leavers.
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                                                                      Professional Work History

· Effectively support and back up other administrative assistants, especially for high priority meetings and deadlines.

· Read and screened incoming correspondence and reports, made preliminary assessment of the importance of materials and organized documents, handle some matters personally and forwarded appropriate materials to executive and staffs.
· Book Meeting rooms, setting up conference facilities and ensuring suitable facilities and equipment are available.

· Maintain contacts list and the business card database. Update filing system electronically for documents, correspondence and presentations for quick reference.

· Maintain the purchase of any office equipment, marketing materials and any other business related supplies and materials.

· Manage mail distribution, the postage machine, copy equipment and other related operational activities. 

· Work with building management to coordinate building access and parking. 

· Ensure that the workplace supports a healthy and safe environment for all employees and visitors.   

· Maintain exemplary levels of customer service dealing with all issues established and maintained relationships with new and existing customers.

· Obtain quotes and tenders from vendors and suppliers. Negotiate contracts to optimize delivery and cost saving. Manage and review service contracts to ensure facility management needs are being met. Verify payment and invoicing match contract pricing 
· Ensure delivery schedules, quantity and quality criteria are met the company standard
· Respond to facility and equipment alarms and system failures. Provide prompt response to requests and issues from facility occupants
· Perform other duties and special projects as assigned
· Lead by example for other support resources inside/outside of team and sets the standard for other staff to follow
Emirates Group ( Emirates Air Lines)                                                                                Apr-2008 to Oct-2010
Senior Customer Services Assistant                                                                                   Dubai , UAE

Responsible top provide effective admin,support and co-ordinate on CS transportation functions (Deck Crew, Cabin Crew transportation, Chauffeur Drive Service-Limo and other adhoc Crew (Deck/Cabin) related transportation activities) which are service related and need to be achieved within a particular timeframe without compromising on consistency and quality of service.
Will be responsible to interact with 3 PLP and other departments and also to ensure all data/records and billing are accurately maintained and service delays are minimal.

· Received summary of complaints from the service providers, log in to the system with the remarks, verify the reason of service failure if possible and forward it to his superiors & CASA for further action.

· Conducted spot checks on the site to verify usage of the vehicles, cleanliness, drivers uniform, punctuality etc. For airport staff transportation check arrivals and departures of bus on adhoc basis, attend to staff complaints of service. Look into cases of overcrowding, new routes/points. 

· Coordinate with external departments and 3 PLP in respect of Central Services activities pertaining to Deck crew, Cabin crew and F/J class passengers for change in schedule, pick-up time etc. Users will be guided to enable jobs to be done cost effectively, using appropriate resource in the base manner. 

· Received Limo request, flight schedules (for Deck and Cabin Crew) and other adhoc transport requests from various departments, scrutinise the request for any incomplete or incorrect information and then forward it to the service provider after correction. Similarly manage complimentary transfers for Senior Managers and Directors of EK Group. 

· Ensured the service providers have understood the requirement/request clearly and adequate resources are available with him. This is important to provide the service without any interruption in the schedule or any delays as it might result in the flight delays causing huge loss to the company in terms of cost and reputation. 

· Ensured and check with reservations and/or passengers for any unclear location for pick-up or drop-off. Also arranged transport for Go-Show passengers through 3 PLP.

· Received the summary of trips undertaken, separately for different operations on a daily basis, verify it for accuracy and in case of discrepancy the matter to be sorted out with the service provider on the same day. the summary to be recorded/stored for verification again, on the receipt of invoices at the end of the month. 
· On the receipt of invoices the verification needs to be done and the same to be forwarded to the respective departments for their verification and discrepancies or errors, if found any, to be sorted out with the representative of the service provider.
· Maintained the record of all the schedules, trip undertake, scheduled and unscheduled both, for further analysis and exception reports to be taken very month for the scrutiny of Admin Officer.

Apparel LLC   








       Apr-2006 to March 2008
Senior Retail Sales Executive







       Dubai, UAE

· Executed daily operations of promoting the sales from the Retail Store.

· Responsible for applying and maintaining retail store guidelines and standards for visual presentation and store appearance and recommending in-store promotions to the Shop Manager.

· Performed inventory management and keeping the management aware of the day-to-day requirements of the customers. Requisite merchandise from stockroom. Monitor receiving, check-in, and stocking of merchandise to verify accuracy.

· Ensured that the Store provides a comfortable, informative and hassle free shopping environment by adhering to the visual merchandising theme.

· Attended regular meetings with the Shop Managers and sales team members in order to discuss the strategy to promote sales of fast and slow moving items.
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· Demonstrated the products to customers and provide customers with product and price information and handle customer queries and complaints, if any.

· Ensured consistently high quality customer service and satisfaction, uphold all corporate policies and procedures.

· Prepared sales slips and sales contracts; manage cash and all aspects of transaction processing.

Right For Collection

 
  



   

      Jun-2005 – Mar-2006

(HSBC Bank / Paris Bank / Citi Bank)                                                                              Egypt    

(Alaqariya Company / Orascom Company)
Executive Assistant     




      

· Rendered accurate and timely secretarial assistance to the Managing Director in the execution of his day-to-day activities of the company engaged in the business of trading. 

· Updating the recovery of the credit cards payments, Auto loan and personal loans.

· Managed correspondence on behalf of the M.D interpreting and explaining the established policy and procedure in response to queries from different resources.

· Handled customer queries, complaints and provided detailed information to customers on company products and services offered by the Company.
· Prepared and submitted various reports on different operations to the M.D as per his request from time to time.

· Received and reviewed all incoming mails for the M.D and reply to the queries on general technical aspects.

· Attended and screened all incoming phone calls and visitors for the M.D and took necessary actions as per directions.

· Managed the calendar schedule of the M.D. and made appointments on his behalf.

· Made timely and advance travel arrangements/ Hotel arrangements for the M.D according to his travel plan.

· Kept record of all information and documents related to daily work.

· Support legal department in typing, translating the legal contracts.

Telestar Travel Company







      Jun-2001 –Jun-2005

Executive Secretary








      Egypt

· Provided secretarial, administration and office support functions related to the Manager’s office including managing the confidential matters.

· Managed calendar schedule of the Manager. Provided efficient telecommunications services and exercised diplomacy, resourcefulness and tact.

· Received, opened and distributed mail; received visitors, made travel and hotel arrangements and planned itineraries. Coordinated with various business Associates, VIP’s, and Department Heads for meetings.

· Managed all business correspondence and ensured proper follow-up and trace on pending jobs for execution as per deadlines. 

· Prepared Minutes of the Meetings, reports, presentations, memos, proposals and other documents.

· Undertook special assignments of various natures and gather information on sensitive or confidential aspects by research, summarizing and analyzing as per the direction of the M.D from time to time.

· Ensured that appropriate levels of stationary and hospitality supplies are available at all times, ordering new supplies as required.

· Maintained professional relationship with personnel (maintaining boundaries, maintaining confidentiality and mutual respect and positive mood).

Othman Travel Company 







     Jan-1997 – Apr-2001

Executive Secretary                                                                                                                         Egypt

· Answering all incoming calls and managing Switchboard of __ lines with __ Extension.

· Greeted and assisted walk-in customers/ people and notified appropriate personnel.   Presented all incoming e-mails and faxes to the Manager as soon as receipt of the same.  Registered all incoming and outgoing correspondences as per the company policy.

· Responsible for making travel and hotel arrangements and planning itineraries for the Manager plus negotiation of corporate rates with Hotels / Travel Agents/ Car Rental companies.

· Performed filling as per company policy, standards and created new files as and if required.

· Made copies, addressed envelops, organized couriers and made sure that deliveries are made on time. 
· Compiled an easy-to-search telephone book and data resource of the company (in hard copy as well as in an excel sheet available to all personnel) in an orderly and neat manner and kept it regularly up-to dated.
· Organized company meetings and maintained lobby, conference room in an orderly appearance.

· Notified the management of any complaints/ dissatisfaction of the company’s clients, suppliers and or other associates, if and when it came to the attention.
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Computer Trading & Systems Company





     Jun-1996 – Dec-1996

Secretary









     Egypt

Managed the overall secretarial and administrative operation of this leading company engaged in the business of trading including the sale and marketing coordination and assisted the Manager in managing a variety of routine operations management duties. 
· Provided direct executive office support to the Manager performing advanced, diversified and confidential secretarial and administrative duties.

· Serve d as liaison between Manager and staff and screen telephone calls.

· Reviewed and examined Manager’s office correspondence.  Exercised initiative and independent judgment to resolve problems. Coordinated with various business Associates, VIP’s, and Department Heads for Heads for meetings with the Manager

· Exercised and maintained strict confidentiality of all the documents and communications.

· Prepared travel expense requisitions / reports.

Academic Qualifications

Faculty of Law,

Cairo University, Egypt

Training Courses

Secretarial Course from AOUDA

First Aid Training 

Contact reviewer 

Intercultural communication Training 

Technical Skills

Proficient in the use of: MS-Office (Word/Excel/PowerPoint), Internet & Outlook

Personal Details

Gender

 :   Female             Date of Birth     
 :   30-4-1975            Nationality        :   Egyptian

Visa Status      
 :   Residence        Marital Status
 :   Married                 Languages       :   English /Arabic

