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DALIA 
E-mail: Dalia.356571@2freemail.com 
Dedicated and focused Admin/HR/PR Assistant who excels at prioritizing, completing multiple tasks simultaneously, and following through to achieve project goals. Flexible and hardworking with strong drive to succeed.
FIELD OF INTEREST:
Admin/HR/PR/CS
CURRENT POSITION:
ASCS “Abu Dhabi Supplies and Commercial Services”, Abu Dhabi, UAE.
Admin/HR/PR Assistant(since July 2015)

· Perform a wide variety of administrative duties.
· Assist with day-to-day operations of the HR functions and duties.
· Process documentation and prepare reports relating to personnel activities (training, grievances, performance evaluations etc.).
· Perform a variety of public relations support functions and ensures that all documentary requirements and procedures as regards to government departments, labor and immigration are compiled and carried out constructively and effectively.
· Encodes required applications and documents in Arabic.
· Prepares all visa and labor card work via online (THAS-HEEL).

· Types immigration forms for new and renewal applications (MOI and FAWRI).

· Responsible for transaction entries to GP for all typing cost.

· Prepares all settlements for submission to finance for E- Dirhams and CBD accounts.
EMPLOYMENT HISTORY:
ASCS “Abu Dhabi Supplies and Commercial Services”, Abu Dhabi, UAE.
CEO’s Executive Assistant (August 2014 - July 2015)
· Perform a wide variety of executive secretarial duties.

· Answer, screen and accept communication on behalf of the Director including telephone calls, e-mail messages, and office visitors. 

· Provide assistance using independent judgment to determine those requiring priority attentions.

· Coordinate and maintain Director’s activities, schedules and calendar. 

· Participate in and record minutes of meeting of the Management Review Committee.
Dubai Holding Group, Abu Dhabi, UAE.

Sales Executive (November 2013 – August 2014)
· Welcome customers by greeting & assisting them 

· Suggest items and advice customers by providing information about products.

· Keep clientele informed by notifying them of preferred customer sales and future merchandise of potential interest 
· Contribute to team effort by accomplishing related  results as needed
· Skills and Qualifications : “ listening, customer service, presentable, meeting sales goals, selling to customer needs, Job & Product Knowledge, Communication skills, dependability” 
Egyptian Petrochemicals, Alexandria, Egypt.

Chairman’s Technical Assistant (September 2008 – May 2013)
· Maintains records on computer spreadsheets

· Does word processing tasks 

· Arranges meeting appointments for staff and clients.
· Responsible for the flow of information and correspondence

· Doing word processing of letters and documents

· Distributing incoming mail, emailing and faxing documents. 

· Mail newsletters and promotional materials.

UCMAS Center, Alexandria, Egypt

Customer Service Specialist (November 2004 – July 2008)
· Provide administrative and clerical support to departments or individuals.

· Schedule meetings and arrange conference rooms.

· Relay instructions and assignment to executives.

· Receive and relay telephone messages.

· Direct customers to the appropriate staff member.

· Maintain hard copy and electronic filing system.

CONCRETE Real Estate, Alexandria, Egypt

Sales Representative (June 2000 – August 2004)
· Resolves customer complaints by investigating problems

· Developing solutions; preparing reports; making recommendations to management.

· Keeps management informed by submitting activity and results reports, such as daily call reports, weekly work plans, and monthly and annual territory analyses.
· Contributes to team effort by accomplishing related results as needed.
KEY SKILLS AND COMPETENCIES:
· Computer Literate
· Able to communicate in clear, legible, objective and professional manner.
· Proven record of reliability and responsibility.

· Persevering and hardworking to the accomplishment of established goals
· Good leader and a team player
· Can handle multiple tasks, work quickly and well under pressure
· Able to connect with customers to build loyalty
· Thinking creatively to solve complex problems
· Flexible to accept changes, Vibrant, energetic and focused with a high degree of versatility, creativity, commitment and optimism.
· Strong work Ethic, Time management and Fast Learner
	EDUCATIONAL BACKGROUND:
	CERTIFICATIONS:

	B.Sc. in Commerce 2010

Alexandria University

Alexandria, Egypt


	HR & Payroll Management

EventTrix Management Training

Dubai, UAE

	High School Graduate 1997

Al Qadesiya Secondary School

Abu Dhabi, UAE


	Public Relations Course

Trendimi Academy
Abu Dhabi, UAE

	Elementary Education

Rosary Private School

Abu Dhabi, UAE
	ICDL

Army Forces Institute

Alexandria, Egypt

	
	Certified practitioner in 

NCD (Neuro Conditioning Dynamic)
NLP (Neuro linguistic Dynamic)
TechnoKids Computer Center
Alexandria, Egypt


PERSONAL INFORMATION:
Birth Date

:
Jan 8, 1981
(36yo)







Status


:
Married
Nationality

:
Egyptian

Type of Visa

:
Resident Work Visa
Driving License
:
Valid

Notice Period 
:
30 days
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