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Summary of Qualifications



I am a Management graduate with experience in the administration and management fields. I am eager to learn and develop myself. I am Confident and hardworking, with strong interpersonal and communication skills.    

Highlights



	Motivated with positive attitude.
	    Flexible 

	Patient and diligent.
	Organized

	Microsoft office skills.
	Communication skills


Education & Training



· September 2009 - Jan 2014
                        Major:  Bachelor of Business Administration in Management.

                        College: Abu Dhabi University.

· September - October 2013
                        Course:  Internship Program.

                           Company: Emirates (LNG) LLC.

· December 2009

                            IELTS, International English Test.
Professional Experience 


· Apr, 2014 – Present at A.S Organization

· Administrative  at ASC  Organization
Tasks engaged in:
· Photocopying, filing, scanning and printing various documents
· Dealing with incoming and outgoing mail and general emails.

· Controlling cash inflows and outflows
·  Entering the projects achieved by the organization in the system
· Monitoring and accepting the new projects assigned to us in the system.

· Reminding the team workers the deadline of the projects per month.
 

Key achievements:

· Reducing the delay in submitting the projects by 90%.

·  Reducing the problems related to project entry in the system by 100%.

· September  - October  2013  Emirates Liquefied Natural Gas (LNG) Abu Dhabi, UAE

· Intern at Emirates Liquefied Natural Gas (LNG) 
Tasks engaged in:

· Monitored the daily changes in the hydrocarbon prices and make analysis in Excel.

· Assisted the HR department in searching for and listing the upcoming conferences related to the Oil and Gas Industry in 2014.
·  Sending the petty cash and purchase order requests.

· Communicated with outside companies in order to provide the EmiratesLNG with some materials.

· Assigned by the Finance Department to use the financial statement of the EmiratesLNG to calculate some of the financial ratios and analyze the results.
Key Achievements


· Graduated as honour student with the most recent GPA of 4.0 and a CGPA of 3.71 on 4.0 scale.

· Have been considered as a nominee for receiving the “Fall & Spring 2011-2012 Appreciation Award”.

· Awarded Certificates for outstanding performance in the College of Business Administration.

· Awarded Certificate for undertaking Internship Programme with EmiratesLNG.

Core Skills


· Have a very good Arabic and English language speaking and writing.
· Strong communication skills.

· Willing to learn and develop.

· IT Skills: Microsoft Office: Word, Excel, PowerPoint, Outlook and Explorer.
· Highly motivated and hardworking.
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