Asma 
Asma.356276@2freemail.com

Objective
Seeking the position of “Senior Manager” in your organization, where I can use my managerial skills and administrative traits in the development of the organization.
Profile 
- Over13years’ experience in (Administrational field-senior level) with accounting      background. 
- Self-motivated individual with well-developed interpersonal and leadership skills. 
- Having positive attitude and flexible approach to any task assigned. 
- Decision maker and I have the ability to work under pressure, priorities to meet deadlines and able to hold multi-tasking. 
Career History
-Office Manager& Secretary of the Board                                                        from 25/2/2014 - Present

Social Security Fund-Ministry of Interior         

· Supervise the (administrative assistants) and follow up their works.

· Plan and coordinate administrative procedures and systems.

· Recruit and train employees.

· Evaluate the staff performance to ensure maximum efficiency.

· Providing effective administrative support and professional secretarial services to the upper management.
· Direct the activities of various sectors of the office.

· Serve as a line of communication from the employees to the upper management.

· Perform a series of secretarial functions for the committee and provide additional services depending on the individual policies of the institution.
· Contributed in some projects (by taking MOM, and follow up all the Necessary Actions). 
· Attend all board members meetings.
- Secretary of the Board (Fazaa Initiative).
        - Preparation of the governing council agenda.
        - Generalization the administrative decisions.

       - follow up the implementation of council decisions.

        - Ensure the safety and accuracy of all board records

        - Review board minutes.
       -  Provide notice of meetings (MOM) of the board.
Office Manager -Chairman Office @HAMG                                        From 5/sep/2012 – 25/2/2014
Key Accountabilities:
· Manage and maintain manager’ schedules.

· File and retrieve corporate documents, records, and reports.
· Take response regarding all emails and Official Memos.

· Design and implement filing system.
· Serve as a line of communication from the employees to the upper management.
· Translate any required documents. 
· Perform a series of secretarial functions for the committee and provide additional services depending on the individual policies of the institution.
· Audit the Cheques and payments before sign it from the Chairman.

· Chairman Office Data base management.

· Attend meetings and Record Minutes of the Meetings.

· In charge to follow up all the documents and all the contracts for Chairman Aircraft.
· Handle all the arrangement with the private Jet Charter Companies.

· Assist in the planning and preparation for meetings and conferences.

· Greet the chairman visitors.
Office Manager                                                                                                       from Jan 2010 – Jan 2012

Municipality of Abu Dhabi City
Abu Dhabi, UAE
Key Accountabilities:
· Manage and maintain manager’ schedules.

· Prepare reports, memos, and letters, using word processing, spreadsheet, database, or presentation software.

· Read and analyze incoming memos, submissions, and reports to determine their significance and plan their distribution.
· Open, sort, and distribute incoming correspondence, including faxes and email

· File and retrieve corporate documents, records, and reports.

· Greet visitors and determine whether they should be given access to specific individuals.

· Prepare responses to correspondence containing routine inquiries

· Direct the activities of various sectors of the office.

· Monitor and Report projects status to the management and delivering presentations.
· Organize and arrange meetings for L1 top management.

· Follow Up the monthly Reports &Tasks and supervise the quality of work.  

· Handle the induction program for the new employees regarding the policies, procedures and design training modules for them.
· Perform a series of secretarial functions for the committee and provide additional services depending on the individual policies of the institution.

· Liaise with other groups, agencies, and organizations.

· Serve as a line of communication from the employees to the upper management.
Accountant                                                                                                           from Feb 2007 – Sept 2008

H.H. Sheikh Saeed Bin Zayed Office
Abu Dhabi, UAE
Key Accountabilities:
· Audit and doing comparison between price lists.

· Perform journal entry and migrating to computer.

· Insert Data into the system (peach tree system). 

· Prepare monthly statement of suppliers.

· Perform check vouchers and printing proper checks.

· Prepare monthly payroll report.
· In addition of being responsible of (Tenancy Agreements, Checks Delivery, Reconciliation Statement).

· Contributed in changing the financial and accounting system of H.H private office through Peach tree Accounting program.

· Involved in the HR Department to update employees ' data using Epro immigration system.

Accountant & Financial Auditor – Dept. of expenditures                          From July 2001 – Sept 2005

Foreign Ministry of the Hashemite Kingdom of Jordan 
Jordan 
Key Accountabilities:
· Use the computer software system (oracle Accounting system).
· Manual filing system.

· Prepare financial reporting and financial statements.

· Prepare accounting documents, bookkeeping.

· Audit invoices to ensure that follow policies and procedure guidelines. 

Education 
Bachelor degree in Accounting with Good percentage
Irbid National University, Jordan - 2000.
Skills
· Possesses excellent communication skills including oral, written and interpersonal.

· Works efficiently, accurately and independently.

· Maintains organization and flexibility.

· Ability to adjust to changing deadlines.

· Exhibits confidentiality when dealing with staff matters.

· Thorough knowledge of office equipment and software systems including word processing, spreadsheet and presentation software.

Training:
· PMP Certificate.

· Leader ship skills.

· Diploma in Computer Basics (Dos, Windows, MS Office).

· Accounting by using Excel 2000.

· Using the Financial Analysis in performance evaluation.

· Holding ICDL (International Computers Driving License).

· Team building.

· Time management.

References:  

Available upon request
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