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Profile
Administrative support professional offering versatile office management skills and proficiency in Microsoft Office programs. Strong planner and problem solver who readily adapts to change, works independently and exceeds expectations. Able to juggle multiple priorities and meet tight deadlines without compromising quality.

Key Competencies
	· Executive Support
· Office Management
	· Database
· Calendaring

	· Meeting Management
· Event Management

· Travel Coordination

· Document Management
	· Administration
· Spreadsheets/Reports

· Negotiation Skills

· Arabic, English and French


Career Summary
Position: Executive PA

Company: Dubai Trade

Date: April 2013 – Present

· Maintain proper filing and documentation of all records related to the company.
· Provide secretarial support to the CEO and Senior Managers by taking minutes of meetings, preparing agendas, disseminating necessary information pre and post meetings and following up on assigned actions.
· Handle logistics of new projects and events (printing, filing, internal & external communications, copying, formatting, etc.).
· Word process, compose and format documents; draft letters and emails; as assigned by the CEO.
· Assist in organizing and arranging all company events, through coordinating logistics with related departments.
· Assure CEO and Senior Managers are fully briefed for meetings; provide notes, summaries and action checklists as appropriate.
· Create and update the CEO and Senior Managers calendar.
· Liaise between different departments on matters related to stakeholder’s complaints, letters requested, etc.
· Arranging travel, visas, accommodation and transportation for the CEO and Senior Managers.

· Prepare purchase orders and send copies to suppliers and to departments originating requests.
· Full knowledge of Oracle Suppliers and MAXIMO.
· Respond to customer and supplier inquiries about order status, changes, or cancellations.
· Review requisition orders in order to verify accuracy, terminology, and specifications.
· Locate suppliers, using sources such as catalogs and the internet, and interview them to gather information about products to be ordered.
· Prepare, maintain, and review purchasing files, reports and price lists.
· Approve bills for payment.
· Compare prices, specifications, and delivery dates in order to determine the best bid among potential suppliers.
· Track the status of requisitions, contracts, and orders.
· Monitor contractor performance, recommending contract modifications when necessary
· Prepare invitation-of-bid forms, and mail forms to supplier firms or distribute forms for public posting.
Position: Customer Service Representative

Company: Dubai Taxi Corporation – Dubai Airport Terminal 3

Date: August 2012- March2013

· Handling Customer complaints and lost & found items in the Dubai Taxi.
· Greet and welcome the costumers in the airport.

· Compile reports on overall customer satisfaction

· Receive and distribute mails and calls.

· Listen and respond to customers’ needs and concerns

· Handle costumer complaints and coordinate with investigation department to solve it.

· Provide feedback on the efficiency of the customer service process.

Position: Administrative Assistant

Company: Al Houda Private School, Tunisia

Date: 2007-2010
· Perform a variety of administrative tasks to support the daily operation of the manager’s office, which include: interacting effectively with parents providing excellent customer service: arranging meeting, processing, and distributing a variety of documents and records.
· Help manager to make the best use of their time by dealing with secretarial and administrative tasks
· Produce document and spread sheets by due dates.

· Receive and distribute mail.

· Answer incoming calls.

· Organize and arrange meeting, workshops and travels for students.
· Perform other duties as required to maintain the school program, support director, teachers and provide services for students.

Education
Bachelor Degree of English Language Literature and Civilization, Higher Institute of Languages, Tunisia.
Relevant Courses:

· Executive Personal Assistant(Nadia training Institute)

· Certified Business Administrator(The American Institute of Business & Management)

· Certified Trade and Logistics Professional(Chartered Institute of Logistics and Transport)

Key I.T Skills
· MS Word, Excel, Outlook, Windows, PowerPoint, Publisher.
Personal Background:

Date of Birth: 29th April, 1988

Nationality: Tunisian

Civil Status: Single

Visa Status: Employment Visa

Religion: Muslim

Driving license: United Arab Emirates

References are available on request 

