  
OBJECTIVE

To work in a prestigious institution where I can utilize my qualification expertise, hands on experience and skills to the optimum level in order to obtain career growth through expanding my knowledge and abilities and being updated to the latest development to be able to meet the position entrusted to me.

PROFILE AND STRENGHTS

Highly self-motivated, ambitious and respectable, innovative with perfect knowledge and experience in the field of  health care, hospitals ,tourism and travel companies, adapting to different categories of customer service, dynamic, timely and always curios to learn more with ability to develop a successful  team work to achieve the set goal.

Qualification
· Passed in Grade 12
· Hass successfully pass all modules required for the granting of the international computer driving licence (ICDL)

· Hass successfully completed the career for the post of “Administrative assistant”

· Hass been awarded a certificate in recognition attend the 30 hours program of  occupational “Health, safety and environment” from 24-04 20011 to 11-05-2011 from emirates institute of technology

· Modern management -2013
Work Experience
· From 28th November 2011 until now, Private Clinic, Health Plus “women health center” Customer Service & Call center agent.
· Registering new and old patients by pragmatic clinical system 
· Booking appointments by Meditex clinical system (IVf)

· Experience in Fertility center 

· Communicate and cooperates with Doctors, Nurses and other staff to give optimum care to all patients.

· Answering  incoming calls and handling caller’s inquiries

· Answering a multi-lines phone system 

· Scheduling patient appointments for all centers.
· Provide patient with product and service information. 

·  Receiving and delivering  patients messages
·  Confirmation for patient’s appointment.

· Confirm operations for the patients

· Giving the steps and instructions to the patients before and after 

Operations

· Explanation of  treatments for the patients

· Experience in dealing with the fertility clinic  patients

· Follow up customer calls where necessary.

· Deal with queries from the public and customer.

· Handling difficult and aggressive customers in a professional manner.
· Handles all correspondence daily.
· Answering  incoming calls

·  Receive and distribute incoming and outgoing emails.
· Handling online appointments for all our clinics.
Handling other centers emails and calls when necessary

· Experience in secretarial work ( I work in health plus head office also )
·  Travel arrangements and meetings also
· Worked in  furniture company 2009\2010
· Secretary

· Answer incoming calls

· Receiving and distribute incoming and outgoing mails

· Good experience in Sales   
· Good experience in secretarial work
·  Good experience in Sales  
· Worked in “ le salon Furniture Company “2011

· Secretarial work
· Sales

· Receiving calls

· Incoming and outgoing mails

·  Meetings and travel  arrangements

Languages
· Arabic Language: Mother Tongue.
·  English Language: High Knowledge Speaking / writing / Listening 
· French Language    :   Medium Knowledge Speaking and Listening 

Computer Skills
· Ability to deal with  all windows  models
· Ability to deal and use all Microsoft office programs; MS office 
· Internet surfing for researches and e-mails sending, receiving and archiving. 
· Ability to deal with all computer programs
General Skills
· Able to work and collaborating with colleagues and meet assigned deadline.
· Time management.
· Office complete package.
· Excellent in group work 

· Archiving. 

· Having a clear voice and a excellent telephone manner

· Learn new concept quickly.
· Ability to do many tasks

· Ability to adjust to all working environments
· All Secretarial work
· Typing speed is good (English –Arabic).

References are available upon request.
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