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Career Objective

To pursue a challenging job and be part of a dynamic organization, where I can build up my career. Primary areas of interest include but not limited to:
· Project coordinator.

· Client/customer & employee relations.

· Finance.

· Banking.

· Insurance.

· Marketing.

· Secretarial & Office staff.

Personal Details

Citizenship


: Palestinian (Lebanese Travel Document)
Date of Birth


: 03/12/1991
Marital Status


: Married
Valid Until


: 10/Apr/2018
Profile

· Excellent interpersonal and communication skills.
· Analytical problem solving and decision making skills. 

· Very good negotiation skills.

· Energetic, self-disciplined, dynamic with ability to achieve goals within the set deadlines.

· Time management skills with the ability to handle pressure.
· Excellent team player.
· Reliable, hard worker and self motivated.
· Fluent in English and all Arabic dialects with effective verbal, written and listening communication skills.
Education

· 2012 
-
Banking and Accounting, Emirates Institute for Banking and Finance  

                                  Studies, Abu Dhabi - United Arab Emirates. 
· 2009
-
Ashbal Al Quds Private School.

Computer Literacy
Windows XP, Professional in MS package i.e. word, excel, access, power point and outlook. Good knowledge and experience on many operational programs and online research.
Employment History
· 2010 – 2011: Coordinator (Part time) Emirates Institute for Banking and Finance Studies.

           Abu Dhabi, United Arab Emirates.

Responsibilities

· Coordinate between the students and teachers.

· Ensure all students' needs are reported to the management.

· Deal with the students complaints and make sure they are reported to the concerned person.
· Maintain proper filing system, both soft and hard copy, for all incoming and outgoing documents including memos, letters and faxes.
· 2013: IPO Department, Customer Service (Full time, Temporary) Abu Dhabi Commercial Bank-Sheikh Rashid Str. Branch.

Responsibilities

· Ensure that the customers are eligible to get shares. 

· Ensure that the subscription forms of the customers are completed in a correct way.

· Ensure that the copies are true copies of the original.

· Complete the check list.

· Submit the subscription form for the Manager.

· 2014:  Admin Assistant, GWBG (Full time, Temporary) Abu Dhabi Islamic Bank – Bateen Str. (head office).
Responsibilities

· Managing day-to-day operations of the office.
· Organizing and maintaining files and records.
· Planning and scheduling meeting and appointments.
· Managing projects and conducting research.
· Preparing and editing corresponding, reports, and presentations.
· Preparing Expense Reimbursement sheet for Managers and Staff.
· Making travel and guest arrangements.
· Answer and/or transfer incoming/Out coming calls.
· Scan contact cards through card Scanner.
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