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	EMPLOYMENT

March 2012 – present
Sep 2011 – Feb 2012
2005 – 2011

2004– 2005

2002– 2004


	Executive Secretary to VP Talent Acquisition HR Etihad Airways, Abu Dhabi, UAE.
· Independently manage and organize the efficient functioning of the VP office, coordinate and prioritize the daily and medium term activities; using sound personal judgment, filter and steer contacts and activities based on levels of priorities and urgencies; serve as front line person at the VP’s office welcoming internal and external visitors.
· Handling of high level communication and correspondence with authorities and external parties.

· Managing & monitoring KPIs of the Emiratisation program, keeping an open channel with General Secretariat of the Executive Council. Inviting & arranging periodic meetings with delegates.
· Attending morning HR VPs meeting, circling meeting minutes and assure deadlines of agreed KPIs are met.
· Compiling monthly presentation for Board members & CEO, reflecting department’s activity, achieved KPIs ,shortcomings and action plans. 

·  Keep management informed by reviewing and analyzing special reports; summarizing information; identifying trends.
· Maintain VP diary; maximizing effective utilization of time, manage changes in schedule, and ensure that all matters brought forward to the VP’s office are responded and attended to in a timely and appropriate manner

· Manage travel arrangements for VP, and senior managers as required, consultants, guests, etc., including assisting with securing visa. 

· Manage departmental contracts with outsourced partners and service providers/contractors, ensure quotations and bidding is in order and liaising with Finance department to ensure clarity.
· Maintain office services by organizing office operations and procedures; reviewing and approving supply requisitions; assigning and monitoring clerical functions.

· Provide historical reference by defining procedures for retention, protection, retrieval, transfer, and disposal of records.

· Efficiently process and manage all inbound and outbound data and information, both confidential and routine; screen and sort mails, e-mails and other documents and ensure acknowledgments and responses are provided; review documents and if necessary ask for supporting data before forwarding for approval and signature.

· Solely manage work placement (internship) project within Etihad Airways.

· Liaise with external regulators and advisers, such as governmental entities. 

· Handle and supervise the processing of all necessary documents and certificates as require by government and authorities.

· Prepare and update weekly and monthly management attendance schedule. Maintain administrative records for annual leave, duty travel and absence to ensure optimum staff levels are maintained. Keep a well read on issues of employment law and proactively look to improve personal knowledge on the subject.

· Ensure that all office and lease responsibilities are met and maintained and that any deadlines are met.

· Compose, edit, author and organize a variety of documents, (correspondence, memos etc.), and materials for publication or dissemination, under the guidance of Administration

· Support to projects within the rest of the organization.

Executive Secretary to VP Technical Etihad Airways, Abu Dhabi, UAE.

· Using a variety of software packages, such as Microsoft Word, Outlook, Powerpoint, Excel, Access and more, to produce correspondence and documents and maintain presentations, records, spreadsheets and databases;

· Using content management systems to maintain and update internal databases;
· Maintaining business/customer contact database, corporate files and business plans;
· Track numerous projects for senior officers: develop, organize and maintain files, databases, and project records, anticipate information needs of the staff, provide background information, assemble materials for meetings and follow-up with deadline reminders.
· Arrange travel, hotel bookings and meetings abroad.
Senior Cabin Crew Etihad Airways, Abu Dhabi, UAE.

· Attending a pre-flight briefing, during which air cabin crew are assigned their working positions for the upcoming flight. Crew are also informed of flight details, the schedule and if there are passengers with any special requirements;
· Carrying out pre-flight duties, including checking the safety equipment;
· Informing passengers of the aircraft safety procedures;
· Making announcements on behalf of the pilot and answering passenger questions during the flight;

· Serving finest dining experience in the skies to premium class passengers, selling duty-free goods and advising passengers of any allowance restrictions in force at their destination;

· Reassuring passengers and ensuring that they follow safety procedures correctly in emergency situations;

· Giving first aid to passengers where necessary;

· Completing paperwork, including writing a flight report.

Office Manager Fame for Music “Mr. Tarek El Eryan’s office”, Cairo, Egypt.

· Ensure that information system run smoothly;
· Coordinates and schedules events, conferences, meetings, travel, conference rooms, luncheons, etc.;
· Makes high level contacts of a sensitive nature inside and outside the company;
· Coordinate and Administer the Management calendar;
· Maintain the security of confidential information;
· Coordinate, create, edit and distribute both internal and external correspondence;
· Coordinating complex domestic and international travel arrangements and international meetings;
· Set up procedures and policies for visitors, organize to ensure that all procedure are conducted;
· Oversee daily and weekly maintenance of office machines;
· Assure follow through on maintenance agreements or contracts;
· Keeps current with the Affiliate budget numbers and accounting practices in order to assist in coding external billings, money received, and check requests.

IT Teacher International School of Cheouifat, Cairo, Egypt.

· Preparing and delivering lessons to a range of classes;
· Giving appropriate feedback and maintaining records of pupils' progress and development;

· Selecting and using a range of different learning resources and equipment, including podcasts and interactive whiteboards;
· Preparing pupils for qualifications and external examinations;

· Participating in and organizing extracurricular activities, such as outings, social activities and sporting events;

· Participating in departmental meetings, parents' evenings and whole school training events;

· Liaising with other professionals, such as learning mentors, careers advisers, educational psychologists and education welfare officers.


	EDUCATION
	Unversity of Garyounis, Benghazi, Libya
Bsc in Computer Science
January 2001
Graduation Project:  Measure of Dependency in Feed forward Neural Networks.

	TRAINING
2015

2014
2008

2005

2001
2010-2012

Skills
REFERENCES
	· Managing challenging conversations 
· Empowered Communication course
· Psychometric Training Courses- Test User: Occupational Ability and Personality (Level A & B) SAVILLE CONSULTING

· First & Business Classes Service Training.

· Safety & Emergency Training, Security Training, CRM Training, First Aid and Dangerous Goods (refreshed yearly basis. 
·  Onboard Service Training.
· Intensive Sales Course.
E-Learning Modules

· Safety Management System.

· Quality Management Briefing

· Corporate Security Awareness Program.

· Emergency Response Awareness.

· Code of Business Conduct.
Computer Skills - Microsoft Office, C++, Pascal, Object Oriented Programming.
Bilingual Arabic & English.
Upon Request.



