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Orieb 
 Abu Dhabi - UAE

Orieb.357784@2freemail.com
Personal Details
Nationality 

Jordanian
Marital Status 

Married with two children
D.O.B


March 1971
Educational Back Ground

· High School Certificate (Tawjihi) science section - Jordan
· Business Management-- Diploma – Jordan  
Courses

· 6 Sigma Course
· Time Management course
· Medical Terminology Course - Higher Colleges of Technology

· Administrative Assistant Fundamental I  - Higher Colleges of Technology

· Fundamental of Supervision and Management I – Higher Colleges of Technology

· Leaderships Skills – Shaikh Khalifa Medical City 

· Supervising Team Work - Shaikh Khalifa Medical City 

· Performance Management - Shaikh Khalifa Medical City

· Customer Responsiveness - Shaikh Khalifa Medical City
· Kronos attendance system

· JCIA Chapter Lead – Staff Qualification and Educations (SQE).

Skills

· Windows 2010 

· Microsoft Office Publisher 2010
· Microsoft Office Power Point 2010

· Microsoft Office Word 2010

· Microsoft Office Excel 2010

· Microsoft Office InfoPath 2010
· Kronos System (5 years experiences) 
· Completely Self-motivated. 
· Ability to work independently using own initiative.
· Ability to work within a team environment.
· Proficiency in the following IT packages: Microsoft Word, Excel, etc…

· Excellent organization skills.
· Experience of working in a customer-facing.
· Excellent telephone techniques and rapport.
· Working under Scheduling Module.
· Typing English Language/Arabic Language.
· Working under oracle environment as data entry.
· Enjoy working with people 

· Be patient, tactful, diplomatic and approachable .
· Be able to stay calm in difficult situations. 

· Have good spoken and written communication skills. 

· Be confident about gathering facts and statistics. 

· Respect the importance of confidentiality, as you will be dealing with employees' personal details. 

· Have problem solving skills .
· Be able to work as part of a team .

· Be able to work accurately, with good attention to detail.
· Be able to use databases, spreadsheets, word processing and accounts packages.
· Total of 14 Years experience in the Health filed on UAE/Abu Dhabi. 
Languages

· Arabic Language (Mother Language)

· English Language (Fluent Reading, Writing)

Summary of Adm. Officer job
Working under Health-care management serve as adm. officer in the clinical health-care setting with oversight of staff performance and service delivery. 

I ensure the efficient, effective, and high-quality delivery of services involving process management, problem-solving and planning. Typically have responsibility for a specific unit or department's quality control, administration and information. Deliver periodic reports regarding operational effectiveness and performance. In most cases, this includes budget management 
and control for a specific unit or team.

Practical Experience 
Total Years of Experience inside UAE is 14 years 
1- Ambulatory Health Care (AHS)

Admin. Officer responsible for 3 Clinics within Abu Dhabi Island 
From Jan -2013 till Present. 
Responsibilities

· Staff Attendance (Kronos) super user access (entering, editing, monitoring, justifying, permissions, leaves, palace visits, reporting, Ramadan Hours, Time card sign off, Biometric status, productivity by Dept. Contingent Leave,,etc),

· Assists in the management of the division by viewing existing organizational policies and procedures.
· Train/orient the new local staff at my section on the adm. work for 3 months.
· Do staff productivity report.
· Coordinate with HR regarding different staff issue (daman insurance, visa renewal, housing, warning letters, reporting attendance monthly report, policy,,,etc).
· Coordinate with IT Dept. regarding different staff issue ( new IT Package for new staff, staff access under the available IT data package, report errors occurred while staff using the IT access, 
· Coordinate with Operation Dept. regarding different staff issue (extend service contract, overtime approval,  memos , policy, organization charts,,,etc)
· Coordinate with Maintenance and facility Dept. regarding different staff issue ( building maintenance, asset transfer, reporting incidents,,,etc0)
· Coordinate with transportation Dept. regarding different staff issue( requesting transportation as needed)
· Coordinate with support services Dept. regarding different issues ( new purchasing , justification letters, estimation prices, new projects, landscape,,,etc).
· Dealing with outsource staff (Security, Receptionist and Cleaners).
· JCIA Leader / HR Section.
· Trains and arranges for training of division personnel in such subjects as coordinated computer systems, supervisory and management methods, and new office procedures.
· Provides work direction to clerical and technical staff, directly or through supervisors or lead workers.
· Responds to requests from the public and other entities for organizational, technical, operational and administrative information about the division.
· Prepares narrative, graphical and statistical reports; prepares correspondence and other written materials.
· Coordinates monitors and directs the acquisition, allocation and use of equipment, supplies, telecommunication systems, office and facility space, records storage and retrieval systems, and forms; conducts research and develops procedures to improve efficiency and cost-effectiveness; and monitors expenditures.
· Coordinates compliance with entities safety procedures between division staff and safety personnel. 
· Arranging travel, meetings and appointments 

· Ordering stationery and equipment (depending on how often staff need it, this could be a regular thing) 

· Supervising and monitoring the staff work from Adm. part..
· Discussing problems with staff, Reporting to management .

·  Arranging training for staff.

· Preparing the monthly staff productivity report.
· Preparing the weekly support services report containing the clinic feedback re the sub contracts.

· Administering the staff attendance.

· Entering staff schedules into the attendance system.

· Working as liaisons between HR , clinics and staff.

· Ensure all staff adhering policy and regulations .

· Attending clinics meetings.

· Dealing with new hired/transferred staff.

· Participate and preparing for campaigns happened within the clinics.

· Booking rooms and conference facilities.
· Sorting and distributing incoming post and organizing and sending outgoing post.
· Draft letters/ of thanks, reply letter, invitation letter to other organizations and institution concern.

2- Shaikh Khalifa Medical City 
Admin. Officer at the Office of the Director of OSC / Chair of FMC -
 From May 2005 till January 2013   
Responsibilities

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

· Devising and maintaining office systems;

· Booking rooms and conference facilities;

· Using content management systems to maintain and update websites and internal databases;

· Attending meetings, keeping notes;

· Invoicing;

· Managing and maintaining budgets;

· Ordering and maintaining stationery and equipment supplies.

· Sorting and distributing incoming post and organizing and sending outgoing post;

· Liaising with colleagues and external contacts to book travel and accommodation.

· Organizing and storing paperwork, documents and computer-based information;

· Photocopying and printing various documents, sometimes on behalf of other colleagues.

· Assist with preparation of the budget.
· To assist in administering and monitoring all activities of the Administration section, ensuring that it is operating smoothly, efficiently and in a timely manner.

· To assist Finance/Administrative Officer in supervising and providing guidance
· to team members regarding the commitment of works assigned.

· Liaising with staff in other departments and with external contacts To actively communicate within team and with other departments in a cooperative and good will manner through all possible communication means.
· Effective use of the office's supplies and stationeries.
· To take minute for the meetings as assigned by the Executive Director or her designated person.

· To participate in the organization's policy development, if necessary.

· To organize and maintain regular inventory list of property of the organization

· To liaise with external contacts to assure smooth operation of the Administration, i.e. local authorities, partner organizations, and so on.

· To take part in staff/volunteers recruitment and selection.
· To provide organizational orientation to staff/volunteers.
· To regularly communicate and develop reports, work plan, time schedule, arising problems, and results of related works to the immediate supervisor.
· To participate and contribute knowledge and experience to build team capacity.
· All access and information must be kept confidential and be communicated internally only with the person(s) designated by the immediate supervisor.
· Administrative access permission (user name and password) of all hosting and web systems are only granted to do the assigned tasks. Any change must have prior approval from the immediate supervisor.

· 16. To perform effectively and in timely manner works assigned and undertake any other support duties as may be required from time to time by the Executive Director or the person designated by the Executive Director.
· Created on:Co-ordinates and oversees the activities of assigned personnel in the FM clinics, ensuring that all activities are carried out in accordance with established SKMC policies and procedures. Performs supervisory duties and exercises financial authority at the level established by Management for the position.
· Supervises the administrative and operational activities at FMC Clinics under SKMC for support services, covering the pharmacy, Laboratory, Imaging and Records, Registration and Nursing related activities to ensure consistency, and formulates policies and procedures to ensure standardization and cohesion within the clinic.

· Assist in the preparation of the budget for the clinic by obtaining details of past and predicted expenditure, and amalgamates such information into the yearly budget proposal, for submission and discussion with the Director OSC. Identifies strategic planning measures to be adopted in order to ensure that the clinic operates as effectively as possible whilst meting SKMC objectives, and submits to the Chair for approval.

· Reviews, periodically the use of consumable and supplies and checks that all equipment assigned to the clinic is on hand. Makes recommendations to Chair for additional purchases or necessary replacement, as and when required to ensure that the clinic is fully equipped and functional.

· Determines, establishes and maintains appropriate measurements to improve the services provided to the patients in order to ensure that the best possible services are provided. Acts upon feed back and takes necessary measures to make the required improvements. Ensures that necessary safety requirements are implemented and that staff are adequately trained to carry out their jobs efficiently and safely, and that they adhere to safety requirements at all times.

· Data and statistics provided on a regular basis to the Chair to ensure that all areas are running smoothly. Investigates any anomalies in the data provided and takes any necessary actions to rectify the situation. Checks all data received for accuracy, and forwards to the Directors for his information and further action, if appropriate.

· Performs other similar or related duties as and when assigned by the Director OSC/PHC.

· Doing the monthly productivity report for the dept.

· Taking care of analysis the time sheet and submitting the staff hours

· Making the monthly leaves report for HR Dept.

· Taking care for the staff attendance report and make the access the data on the system

· Do the purchasing orders for the family medicine dept. 
· Doing KPI Report for Medical
· Doing Cerner reports for Medical


3- Shaikh Khalifa Medical City UAE: 

From March 16, 2008 till May 1st, 2008 (Exceptional role)
Covering the Senior Officer, Media & Marketing Dept.

Responsibilities

· initiating and planning PR campaigns: defining goals; analyzing problems and opportunities; liaising with management and clients (internal and external);

· Writing and editing press releases.

· Maintaining and updating information on an organization’s website.

· Arranging for medial interviews with employee.

· preparing and supervising the production of publicity brochures, handouts, direct mail leaflets, promotional videos, photographs, films and multimedia programmers; 

· answering enquiries from individuals, journalists and other organizations;

· developing and maintaining good working relations with the media, including local and national newspapers, magazines, radio and television

· organizing special events, such as press conferences, exhibitions, open days, tours, competitions and sponsorship; 

· fostering community relations through events such as open days and through involvement in community initiatives

· Participate in meetings.

· Gather information to support actions.

· Provide customer service

· Make best use of Technology in support the role.

· Ensure effective use of Media Maintain effective relationship with media.
4- Shaikh Khalifa Medical City UAE: 

A- Secretary Administration/Bilingual - Shaikh Khalifa Medical City 

Working as a Secretary Administration/ Bilingual for the Director of the Out patient Specialty Clinics.
· Maintain daily business itinerary, diary and follow-up system for OPSC Director

· Screening/Answering the telephone calls in a timely and professional manner takes messages and distributes accordingly, and initiate follow-up if necessary.

· Develop and maintain confidential filing system for correspondences.

· Assist with tasks assigned by the Department Manager.

· Updates the bulletin board daily.

· Collects all mail and memos for OPSC every morning.

· Collect monthly pay slips.

· Participate in all meetings, taking minutes of each meeting.

· Provides overall clerical and administrative support such as: typing, filling, shredding and sorting of documents.

· Translate and Reports problems coming from patients to the OPSC Director and participates in the resolution as required.

· Meditech requisitions for maintenance. 

· Assists Department with documents translation as needed.

· Checks the inventory of the stock room weekly and orders via computer to maintain stock.

· Attend meeting / in-services /educational training as required.

· Perform other duties that may be assigned. 
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