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Dear Sir,
It is my pleasure to introduce myself to your company. Hoping you will carefully study & evaluate my qualifications that are in the attached resume.

For further details don't hesitate to contact me.                                                            

                                                     Thank you with my best wishes, 

	Contact Information


	Personal Information


	Date of Birth.
	4/8/1985

	Gender
	Female

	Nationality
	Egyptian

	
	

	Driving License
	Valid up to 2025


	Education


	Faculty


	University
	Alexandria University

	Faculty
	Engineering

	Section
	Nuclear

	Year
	July 2007

	Grade
	Very good

	Project Grade
	Excellent


	Secondary
	Saint –Joseph College

(French School)

	Preparatory
	

	Primary
	


	Languages


	
	Spoken
	Written
	Read

	Arabic
	Fluent
	Fluent
	Fluent

	French
	Fluent
	Excellent
	Excellent

	English
	Fluent
	Excellent
	Excellent


	Summer training during College Stage


	Employer
	electricity –organization ,nuclear reactor & faculty

	Training Period 
	One Month


	Extra Courses


	Languages
	· Alliance Française
· TOEFL


	Having master in nuclear field {Applications of Radioisotopes (neutron transmutation doping silicon [Semiconductors])}.

	Having ISO 9001:2008 Internal Audit Certificate.

Having ISO 9001:2015 Internal Audit Certificate


	Professional Experience


	Employer
	Faculty of Engineering

	Job title
	Physics, Mechanics & Mathematics Teacher

	From
	Sept.2007
	To
	May.2011

	Responsibilities& Duties
	· Plan, Prepare and deliver instructional activities that facilitate active learning experiences.
· Develop schemes of work and lesson plans.

· Prepare classroom for class activities.

· Provide variety of learning materials and resources for use in educational activities.

· Identify and select different instructional resources and methods to mmet students' varying needs.

· Instruct and monitor students in the use of learning materials and equipment.

· Observe and evaluate student's performance and development.

· Assign and grade class work, homework, tests and assignments.

· Maintain accurate and complete records of students' progress and development.

· Manage student behavior in the classroom.
· Participate in extracurricular activities such as social activities, sporting activities, club and student organizations.

· Participate in department and school meetings, parent meetings.


	Employer
	World Trans Group Freight Forwarder

	Job title
	Executive Secretary

	From
	Sept.2011
	To
	Jan.2013

	Responsibilities& Duties
	· Maintaining executive's agenda and assist in planning appointments, board meetings, conferences.
· Attending meetings and keep minutes.

· Receiving and screening phone calls and redirecting them when appropriate.

· Organize and maintain the executive's schedule.

· Handle all outgoing or incoming correspondence such as e-mail, letters, packages.
· Make travel arrangements for executives.
· Handle confidential documents ensuring they remain secure.

· Maintain electronic and paper records ensuring information is organized and easily accessible.

· Conduct research and prepare presentations or reports as assigned.

	Employer
	World Trans Group Freight Forwarder

	Job title
	Purchasing Manager

	From
	Sept.2011
	Till
	Now

	Responsibilities& Duties
	· Developing, leading and executing purchasing strategies.
· Tracking and reporting key functional metrics to reduce expenses and improve effectiveness.

· Crafting negotiation strategies and closing deals with optimal terms.

· Responsible for resourcing equipments, goods and services and managing vendors.

· Search for better deals and find more profitable suppliers.

· Partner with stakeholders to ensure clear requirements documentation.

· Forecast price and market trends to identify changes of balance in buyer-supplier power.

· Determine quantity and timing of deliveries and perform cost.

· Monitor upcoming levels of demand.


	Employer
	World Trans Group Freight Forwarder

	Job title
	ISO Management Representative

	From
	Sept.2012
	Till
	Now

	Responsibilities& Duties
	· Being the contact person for the auditor.
· Ensure quality management system processes are established, implemented and maintained.
· Report to top management on the quality management system performance and where improvements are needed.

· Ensure that everyone in the organization is aware of customer requirements.

· Reporting on how well the quality management system is working and where it is not.

· Make sure that the focus of the organization remains on the customer  "updating policies, training, customer feedback".

· Ensure all company policies, procedures, and work instructions are documented in a clear, simple manner.

· Control and maintain the company audit.

· Conduct safety, quality and environmental system compliance audits.

· Ensure personnel have received appropriate training and are assessed as competent to perform tasks.

· Prepare and submit monthly management reports relating to company systems.
· Maintain the company library of compliance resources including standards.


	Employer
	World Trans Group Freight Forwarder

	Job title
	HR Manager

	From
	Sept.2012
	Till
	Now

	Responsibilities& Duties
	· Answering employee questions.
· Processing incoming mails.

· Creating and distributing documents.

· Serving as a point of contact with benefit vendors/ Administrators.

· Maintaining computer system by updating and entering data.

· Setting appointments and arranging meetings.

· Maintaining calendars of HR management team.

· Compiling reports and spreadsheets and preparing spreadsheets.

· Posting job ads and organizing resume and job applications.

· Participating in recruitment efforts.

· Scheduling job interviews and assisting interview process.

· Preparing all employee files.

· Orienting new employees to the organization.

· Processing payroll, which includes ensuring vacation and sick time are tracked in the system.

· Answering payroll questions.

· Maintaining current HR files and database.

· Updating and maintaining employee status.

· Performing file audits to ensure that all required employee documentation is collected and maintained.

· Performing payroll audits and recommending any correction action.


	PC Competence


	Excellent Utilization of (Windows, Excel, Word, Power Point, Internet Application, Matlab, Fortran, and Engineering Equation Solver {EES}.)


	Personal Skills


-Self motivated, dynamic, problem solving and team work oriented.

-Well conversant with modern computerized & information systems.

-Excellent selling skills.
-Punctual & able to work in a demanding environment without direct supervision.
-Ability to work under pressure in a dynamic environment.
	Career Objective


Looking to join a progressive organization that offers opportunities for advancement.
	Target Job


	Job Status
	Full Time
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