
Sara 

Sara.353451@2freemail.com
CANDIDATE PROFILE

Provide support to Executives. Efficiently manage their schedule and performing a wide variety of responsible, complex, confidential administrative, secretarial, analytical and research duties. Tasks performed require considerable confidentiality, initiative, tact, mature and independent judgment. This classification requires leadership qualities such as adaptability, flexibility, dependability and accountability. Much of the work is self-appointed and requires a high degree of professional independence, initiative and self-discipline.

EMPLOYMENT HISTORY 


Executive/Assistant




                              
Dec 16 – Present 

PureHealth (Dubai)

Industry:

Health Care
No. of Employees:
60
Job Purpose:

Assist the Managing Director with his day to day work and navigate his day
Reporting to:

Managing Director
Key responsibilities and Achievements:  

· Reading, monitoring and responding to Executives emails.
· Assisting Executives to navigate their day and arrange their schedules.
· Screening and prioritizing mails and phone calls, writing and preparing memos.
· Maintaining executive’s calendars and meeting agendas, prepare materials used in presentations. 
· Make travel arrangements and coordinate for local/overseas meetings and events.  
· Maintain files and office libraries, papers and digital media.
· Attend meetings with the executives to prepare minutes of the meeting and take required notes.
· Drafting and sending to the entire group circulars, memos and announcements related to the Executive Management.
· Responsible for all visa applications and leasing renewals.
· Managing the board room bookings in PureHealth premises.
· Searching for suppliers, requesting quotations, analyzing rates/service quality and providing final recommendation.
· Maintain a petty cash tracker that enables accurate tracking of management expenses. 
· Follow up with finance regarding the purchase requests and payments regularly.
· Sourcing and ordering stationery and office equipment.

· Act as the point of contact between the Executives and internal/external Directors.
· Arranging for all requirements related to events and exhibitions.
· Follow up on Projects and ensure implementation. Liaise with all executives and directors.

· Conducting research for requests received from Executive.
· Attend all personal related requests by the Executives.
Executive/Personal Assistant, Executive Management
                              
Oct 15 – Oct 16 
UAS International Trip Support (DAFZA – Dubai)
Industry:

Aviation/Airlines
No. of Employees:
380

Job Purpose:

Assist Executive management. 

Reporting to:

Shareholders (CEO, Executive President, Chairman and President)

Key responsibilities and Achievements:  

· Reading, monitoring and responding to Executives emails.
· Assisting Executives to navigate their day and arrange their schedules.
· Screening and prioritizing mails and phone calls, writing and preparing memos.
· Maintaining executive’s calendars and meeting agendas, prepare materials used in presentations. 
· Make travel arrangements and coordinate for overseas meetings and events.  
· Maintain files and office libraries, papers and digital media.
· Attend meetings with the executives to prepare minutes of the meeting and take required notes.
· Drafting and sending to the entire group circulars, memos and announcements related to the Executive Management.
· Responsible for all visa applications and leasing renewals of the four Executives.
· Managing the board room bookings in UAS premises.
· Searching for suppliers, requesting quotations, analyzing rates/service quality and providing final recommendation.
· Developed a petty cash tracker that enables accurate tracking of management expenses. 
· Follow up with finance regarding the purchase requests and payments regularly.
· Sourcing and ordering stationery and office equipment.

· Act as the point of contact between the Executives and internal/external Directors.
· Arranging for all requirements related to events and exhibitions.

· Follow up on Projects and ensure implementation. Liaise with all executives and directors.

· Conducting research for requests received from Executive.

· Attend all personal related requests by the Executives.
Support Service Supervisor, Group HR 

                           
April 09 – Oct 2015
MBC Group - Dubai

Industry: Media and Broadcasting

No. of Employees: 1800
Job Purpose: 
Manage administration department workflow. 

Reporting To:
Director of Administration & Security.

Reports:
6 Direct, 32 dotted line.

Key responsibilities and Achievements:  

· Set up budget tracking tool, that enabled accurate tracking and budget analysis.
· Was a member of Oracle Project team to set up the Enterprise Resource Planning system.
· Converted all paper publications to online subscriptions saving $ 73K.
· Led a courier services revamp, sourcing and negotiating prices with existing and new suppliers resulted a saving of $ 76k annually.
· Set up the mail room workflow, developed and trained staff to increase efficiency.
· Managing the appraisal process for all mail room and reception employees.
· Developed and managed central Request for Services system for all admin services - security, customs/government, building services, stationary, mail services, transport, telecommunication services, warehouse and reception help desk.
· Managing the catering services in the group, liaising with suppliers regarding the quality.
· Monitoring Time Attendance System, overtime payments for the Admin Department.
· Responsible for preparing the Service Level Agreement report by compiling required information from all divisions in Administration and present it to the CEO monthly.
· Led the development of key employee policies such as health & safety, warehouse policy.
· Developed a petty cash tracker.
· Drafting and sending to the entire group circulars, memos and announcements related to administration services.
· Raising requisitions, claim expenses and login invoices. Follow up with procurement and finance regarding the purchase orders and payments regularly.
· Track contracts, licenses, vehicle registrations and lease agreements renewal.   

Executive Assistant/Department Coordinator-Administration                      April 06–April 09

MBC Group - Dubai

Industry: Media and Broadcasting 

No. of Employees: 1200
Job Purpose: 
To help Head of Department with his day to day work and navigate his day.
Reporting To:
Director of Administration.
Reports:
4 Direct, 28 dotted line.
Key responsibilities and Achievements: 
· Reading, monitoring and responding to Executive’s email.
· Assisting Head of department to navigate his day and arrange his schedules.
· Screening and prioritizing mails and phone calls, writing and preparing memos.
· Maintaining executive calendars and meeting agendas, prepare materials used in presentations. 
· Make travel arrangements and coordinate for overseas meetings and events.  
· Maintain files and office libraries, papers and digital media.
· Prepare reports and attend meetings with the executive to prepare minutes of the meeting and take required notes.
· Draft and prepare correspondences related to administration department.
· Authorized to issue all official letters addressed to government authorities to obtain required permissions, custom clearance, visa applications and leasing renewals for the entire group.
· Managing the conference room bookings in MBC premises.
· Overseeing the call center service and reception desk employees as direct reports. Develop and train them to enhance the service quality and improve our customers’ satisfaction level.
· Responsible for the attendance and Rota of the receptionists and call center agents.
· For indirect reports, managing the yearly appraisals, ratings and development plans on behalf of Head of department.
· Developed a system with centralized information about all bureaus offices for the entire group overseas.
· Developed a tracking system for all hotel bookings and focused on utilizing company’s rented apartment to control and reduced unnecessary cost.  
· Rewarded as a Star Performer in view of the support provided to the group management and basis the feedback received from all executives.

Sales Executive 




                                 March 05 - March 06
NAPCO (Al Aqili Group) - Dubai

Industry: Consumer Disposables & Packing 

No. of Employees: 1500 +

Job Purpose: 
Increase client base and acquisitions, maintain existing accounts.

Reporting To:
Area Sales Manager.

Reports:
Nil.

Key responsibilities and Achievements:
· Selling the company’s products to hotels such as napkins, foil, mini rolls, cling film.
· On daily basis, I make a call cycle to visit existing customers and preparing appointments with new hotels.
· Preparing monthly plan to increase sales volume per item and customer. Planning to sell existing customers the full range of our products by understanding the competitors’ strategy, products and pricing.
· Responsible for developing business by approaching new hotels and make demonstration about our products comparing with the ones they are using to convince them in the quality of our products.
· Taking the orders from the customers and sending it to the distributors after filling the order form.
· Provide daily sales report to Sales manager with the market feedback.
· Handling after sales service by following up if the customer received the order and make report about product satisfaction in case of new customers or if the existing customer started with new product.
· Collecting the receivables from customers on the agreed time as per the contract with them.
· Managed to retain clients and reactivate their accounts.
· Increased sales figures and achievements from Hotels segment.
· Helped in improving the delivery turn over time by keeping a track and follow for all orders to cater clients needs.
Sales Officer - Credit Cards - Dubai

          
                                     Nov. 02 –March 05

Dubai Bank – Dubai

Industry: Retail Banking 

No. of Employees: 350

Job Purpose: 
Increase acquisitions and develop payroll relationships.

Reporting To:
Business Development Manager.

Reports:
Nil.

Key Responsibilities and Achievements:
· Planning to achieve the target decided by management. Execute and monitor the plan on daily bases to maintain the best number of cards every month.
· Source out the best quality and number of customers by contacting the target market companies of our bank.
· Manage the documentation required from the customer to complete the credit card application and be sure that the customer is provided with a good and unique service.
· Look for new business opportunities during my visits or contacts to new un-listed companies.
· Introduce our product and service properly that may generate more business in the future.
· Awarded as best Sales Officer for Feb, March, May and July 2003. The reward was for best growth in sales and certificate of Excellence

Sales Officer - Credit Cards 



                       
       Jan 02 – Nov 02

RAK Bank – Dubai

Industry: Retail Banking 

No. of Employees: 500+
Job Purpose: 
Increase acquisitions and develop payroll relationships.

Reporting To:
Team Leader

Reports:
Nil.
Key Responsibilities and Achievements:
· Promoting and selling company products to targeted companies/clients.
· Exploring the market to identify potential new customers.
· Preparing and submitting daily sales report to sales manager.
· Handling after sales services, coordination in between the customers and the company.
· Communicating the statement of account to each customer and follow up the collections.
· Awarded with a certificate for being the best Sales Officer for September 2002.

TRAINING COURSES: 

· Advanced Microsoft Office

                                                    
                       October 2015
· Corporate Secretarial Specialist

                                                    
         October 2015
· Certified Administration and Office Management Professional

         December 2013
· Developing high performance leadership



                        May 2010

· Effective Leader Ship Management




        
         August 2009
· First Aid Course





                                      May 2009
· Fire Fighting Course





                                      February 2009
· How to conduct an affective appraisal



                       April 2008 
· Presentation Skills

                                                                                               November 2007
· Perfect P.A







                       November 2006
· Money Laundering & Counter Measures 




         August 2002
· The 123, ABC Sales System results                                                               

         March 2002
· How to Build a Company Culture                       
                                                    November 2001
· The secrets of Achieving Superior Service                                                                          October 2001
· Windows, MS Office 






                        August 2001
ACADEMIC RECORDS:

Beams Education Centre - Interior Design                                
 


               2005

Ruqaya High School - General Certificate of Secondary Education



 2001
PERSONAL DATA:

Marital Status 
Single

Date of birth 
12/04/1983.

Nationality
Lebanese.

Visa Status
Residence.

Languages
Proficient in English, and Arabic – Speaking, Reading & Writing.
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