Mona 
Mona.368536@2freemail.com 
PERSONAL DETAILS:

	Nationality
	Palestinian

	Marital Status
	Married

	Year of Birth
	Oct. 1970

	Driving License
	UAE Driving License

	Years Of Experience
	20 + Years of experience in UAE

	Languages
	Arabic & English

	
	

	
	


OBJECTIVE:

Looking forward for a challenging career with growth opportunities in a well-esteemed organization where there is a need for a variety of office management tasks including computer knowledge, organizational abilities, business intelligence to apply the practical experience to give the best in meeting the organizational objectives.
SUMMARY:

“As a fully qualified administrator with Bachelor of Computer Science, 20+ years of varied experience. I have a long experience as a Computer Trainer in addition to administrative experience, projects management, procurement & contracts management, programming experience, financial experience, payments collection, HR recruitment/ Consultant as well as a company representative and an Office Manager at Eton University & Notting Hill College - RAK. 
I’m confident that my skills and long academic experience as well as my experience in the fields of administration, HR, procurement, Contracts, projects management and IT will enable me to make a significant difference to your organization.”

· 2 appraisals done by my previous employer by the end of 2008 & 2009, I got an overall score 3.4/ 5.0 & 3.0/ 5.0

· After one year of working with my current employer, the company offered me the position of Office Manager.

· Over 20 year of extensive experience in Abu Dhabi in administrative and information technology field, included 10 years in Government Sector, 3.5 years in Semi Government Sector & 7 years in Private Sector.
· 10 years of experience as a Computer Trainer in Municipality of Abu Dhabi City.
· Excellent communication, presentation and interpersonal skills
· Strong work ethic, willing to devote time required to complete the required work on time.

· Efficient, result oriented and committed.

· Able to work independently as well as with team.
· Able to build a team work with management skills.

· Able to learn very quickly and can adjust in any kind of environment.
KEY SKILLS:
· Time management skills

· Organizational skills

· Multi-Tasking

· Teaching skills 

· Customer service skills

· Responsibility & Reliability 

· Accuracy and Attention to details

· Payments collection skills

· Problem analysis and ability to solve problems efficiently.

EDUCATIONAL BACKGROUND:
· Bachelor of Computer Science from Ajman University of Science & Technology.

· Graduation Projects:

· Project 1: Pascal Tutorial interactive Program Using C- Language
      Degree of "A"
· Project 2 : Local Area Network , Novell Net Ware, 
      Degree of "A"
TECHNICAL SKILLS:
· ITIL Foundation Training
· Oracle  DBA  Training

· Developer 2000  Training

· Prio Query Explorer  Training

· Share Point Training 

WORK EXPERIENCE - SUMMARY:

Gulf Computers Group – Eton University Middle East & Notting Hill College 
Office Manager 
Ras Al Khaimah UAE | 28-April-2016 – 12-Oct-2016
http://eton-university.me/
Gulf Computers Group – Maharat HR Consultancy 
Office Manager & HR Consultant 
Abu Dhabi UAE | 1-April-2015 – 27-April-2016

http://maharat-me.ae/
Gulf Computers Group – Concept IT & Consultancy 
Office Manager 
Abu Dhabi UAE | 12-Jul-2010 –Till Date

http://www.gulfcomputers.ae/
ADNOC Group – FERTIL – Corporate Support Division 
Administrative Officer 

Abu Dhabi UAE | 1-Mar-2010 –20-May-2010 – Temporary Job

http://www.fertil.com/
Injazat Data Systems – Procurement & Contracts Department 
Supply Chain Support Representative 

Abu Dhabi UAE | 1-Nov-2006 –28 Feb-2010

http://www.Injazat.com/
Municipality of Abu Dhabi City – Information Technology Center
Computer Trainer 

Abu Dhabi UAE | 23-Jan-1997 – 31-Oct-2006 

http://www.adm.gov.ae
HYPERLINK "http://www.techstudio.co.in/"ad


Abu Mustafa Computers | Part Time JobHYPERLINK "http://www.techstudio.co.in/"ad


Computer Trainer 
Abu Dhabi UAE | 16-Jan-1993 – 20-Jan-1997 

Police Officers Club | Part Time JobHYPERLINK "http://www.techstudio.co.in/"ad


Computer Trainer 
Abu Dhabi UAE | 1-Jan-1995 – 31- Dec-1996 
Prepare and implement plans for summer training in computer field   

Teaching Computer Courses to police officers wife’s & daughters for different Levels and Ages. 
Al Manara Private School | Part Time JobHYPERLINK "http://www.techstudio.co.in/"ad


Computer Teacher - Abu Dhabi UAE | 17-Sep-1994– 31- Aug-1995 

Teaching Computer Subject to Preparatory Level

Development Institute for Computers | Full Time JobHYPERLINK "http://www.techstudio.co.in/"ad


Computer Teacher - Dubai UAE | 12-Jan-1993– 20- Jun-1993 

Gulf Computers Group – Eton University Middle East & Notting Hill College - Registration Office.
http://eton-university.me    http://nottinghillcollege.net/
Office Manager – Through Outsource Agreement| Ras Al Khaimah UAE |
28-April-2016 - 12-Oct-2016
 Responsibilities: 

· Doing The admission process for the new students

· Carrying the sales responsibilities, explaining the whole admission process, financials, different degrees that Eton University & Notting Hill College can provide & convincing the potential students to register with us. 

· Supporting the current students & new students during their study.

· Coordinating with the academic team to evaluate the new students’ credentials and advise them how to proceed.

· Follow up with the Agents for quotations & for the university Certificates attestations. 

· Doing the documentation for the whole University processes such as payments done, pending payments, students details and files,…..

· Responsible for receiving the students fees, updating the records, preparing the financial statements for the payables, receivables and expenses.

· Follow up with the students & resolving their academic issues.

· Being the focal point for the University management regarding any updates in Middle East Office.

· Following up with the banks & online banking

· Representing Administration, HR, Finance Office for Middle East Office.

· Checking the Staff attendance System & accordingly transferring the salaries.

· Taking care of Distance learning Students & the student whom attending the regular classes for both School of Business & School of Education.
Gulf Computers Group – Maharat HR Consultancy 
http://maharat-me.ae/
Office Manager & HR Consultant | Abu Dhabi UAE | 1-April-2015 Till 27- April -2016

 Responsibilities: 

· looking for candidates as per clients requirements
· Conducting initial interviews with the candidates & evaluate the candidates accordingly
· Short listing candidates according to the job analysis, CV's evaluation & initial interviews results

· Coordinate with the clients for the final interviews from their end & for their new & updated requirements

· Searching for new potential clients.
Gulf Computers Group – Concept IT & Consultancy http://www.gulfcomputers.ae/
Office Manager | Abu Dhabi UAE | 12-Jul-2010 –Till Date

Responsibilities: 

· Manage administration staff & vehicles and allocate resources to required tasks. 

· Maintain company Master Filing, Original documents & Establish procedures for record keeping including Projects Files, Contracts & Human Resources.

· Implement office policies and procedures 

· Maintain a safe and secure working environment 
· Conducting the interviews for the admin candidates & short listing. 

· Organize induction about the company profile & orientation for new staff members

· Coach and discipline office staff

· Arranging Hotel reservations for Senior Employees & Guest House for new staff members
· Handling Public Relation Officer’s tasks “PRO” from time to time as I am an authorized signatory from the company.

· Meeting with the employees and resolving the employee’s issues

· Preparing the executive memo’s in Arabic and English languages for the communications with the company clients related to all the projects & contracts.

· Support The Executive Managers, Director- GIS Services, Director- Sale & Marketing and their Teams through:

1. Searching for new tenders

2. Preparing the proposals for tenders
3. Doing the translation from Arabic to English & vice versa.
4. Coordinating with the Clients

5. Following up the contracts terms & conditions, contract implementation and payments
· Handling all the cheques, bank guarantees, payments, salary advances & processing all the Financial Expenses for Concept IT & Consultancy “Gulf Computers Group - Abu Dhabi Branch” & maintaining a complete records & periodically report to HQ for the same.
· Follow up with the company clients regarding our Payment’s issues. Collection, Bank Guarantees release and coordinating with Finance Section for all the financial requirements.

· Prepare reports & schedules and report to Head Office Management regarding the above activities.
· Representing the company in front of Ministry of Labour, Reconciliation Commission and court when required.

· Resolving the company issues.
· Represent the company in front of department of Economic & follow up when establishing new Trade License or renewal of the same and searching for office for rent and coordinating to complete all the necessary procedures
ADNOC Group – FERTIL – Corporate Support Division | http://www.fertil.com/
Administrative Officer | Abu Dhabi UAE | 1-Mar-2010 –20-May-2010

Responsibilities: 

· Preparing the weekly and monthly reports of the Corporate Support Division to be presented to the higher management.

· Preparing the memo’s for the communications with the other Divisions in FERTIL, with the vendors and with other ADNOC group companies. 

· Preparing Presentations Using Microsoft Power point.

· Arranging for the meetings, invitations, agendas and preparing the minutes of the meetings. 

· Coordinating with Projects, Purchasing, HR & Admin Divisions regarding the Corporate Support Division projects.

· Doing the translation from Arabic to English & vice versa
· Supporting the Corporate Support Division Manager, Business Planning Manager & Business Risk Manager at the same time.

Injazat Data Systems | http://www.Injazat.com
Supply Chain Support Representative | Abu Dhabi UAE | 1-Nov-2006 –28 Feb-2010

· An appraisal done by Injazat Data Systems by the end of 2008, I got an overall score 3.4/ 5.0

· An appraisal done by Injazat Data Systems by the end of 2009, I got an overall score 3.0/ 5.0

Responsibilities: 

· Contact the Vendors to provide us with quotes.

· Preparing the Work Orders, proposed solution and quotes evaluation.
· Preparing or Review, update and approve all the documents/ Work Orders requested by the Clients at all the company offices in Abu Dhabi, Al Ain, Western Region, and Agriculture Sector to be presented to the account executive for sign-off.

· Check and approve all the account vendors invoices to be presented to the account executive for sign-off to be paid.

· Prepare the sign-off documents for the completed projects along with the supporting documents & the updates in the project scope of work & project charges if any and obtain Client approval.

· Follow up with the company clients in Abu Dhabi, Al Ain, Agriculture Sector and Western Region regarding our Payments issues & collection. 
· Preparing the invoices & supporting documents.
· I am the replacement of the Business Planning Manager while he is on leave.

· Supporting the Business Planning Manager, Business planning team, projects managers, accounts managers and the account executive all in the same time.

· Checking our Sub Contractor’s Time Sheets of Data Gathering & Data Validation Projects & checking the sub contractor’s invoices then prepare a final report for the Teams working hours and overtime hours & issue a monthly invoice for the same. 

· Follow up the valid contracts, projects and work orders of our Client “Abu Dhabi Municipality – IT Centre” from the administrative and financial sides till the Final Hand Over as a part of the company obligations, including preparing memos for contracts amendments & extensions to be presented to tenders committee for approval.

· Daily updating the contents of the Data Bases, such as innovation projects Log, work orders Log, invoices & monthly payments tracking Log, to document the detailed status and periodically report to the management.

· Maintain complete records for the company Project Files, Contracts, Work Orders and Payments.

· Prepare the executive memo’s & reports for the communications with the client related to all the projects, services and the minutes of meetings in Arabic & English Language.

· Being the reference and focal point to the company executives regarding various administrative activities, including reporting, projects, invoices, payments and regarding releasing payments to the vendors.

· Doing verbal and written translation work from Arabic to English & vice versa 

· Handling purchasing the account’s requirements, office equipments and stationery requisitions including preparing and evaluating purchase requests.
· Tracking all the expenses done by the account team & tracking leave applications.

Municipality of Abu Dhabi City 
http://www.adm.gov.ae
HYPERLINK "http://www.techstudio.co.in/"ad


Computer Trainer | Abu Dhabi UAE | 23-Jan-1997 – 31-10-2006 

Responsibilities: 

1. Computer Trainer :

· Coordinating with Abu Dhabi Municipality Departments to identify their employees training requirements and schedule the training programs to be conducted.

· Develop the plans and implement training programs for all the employees within Abu Dhabi Municipality Departments in the main building and in the external centers.

· Conducting individual training sessions depending on the department individual requirements or when ever the employees are not able to attend the available sessions.

· Conducting assessment procedures to evaluate the effectiveness of the training programs using a questionnaire to identify to which level the training programs achieves the objectives.

· Preparing a report to the higher management periodically, regarding the training programs quality and the trainee opinions and suggestions.

· Develop and improve the available training tools.

· Create & develop Data Base for the training includes the department requirements, employees details, current & completed training programs, the training schedule, attendance & all the related information.

· Preparing & develop training manuals/ handbooks in details “step by step” with graphics and Exercises.

· Instructing & implementing training programs regarding all the applications being used in Department of Municipalities & Agriculture – Abu Dhabi Municipality main building and external centers. Preparing the application training manuals/ handbooks with snapshots.

· Conducting training programs at two shifts Morning & Evening.

· Instructing & implementing training programs regarding Microsoft Windows, Microsoft Word, Excel, Access, Outlook, Internet Explorer and Arabic & English Training Typing up to “37” trainees at the same session.

· Preparing Exams and then Certificates for the employees whom passed the training program successfully.

· Providing the technical & administrative support to Abu Dhabi Municipality employees during their daily work. 

2. Administrative Responsibility:

· Collect the information from all the sections within Abu Dhabi Municipality Information technology center (ITC), such as Application, Networking, Help desk, Website,…….. . Review, validate, manipulate and then organize this information and present it in form of tabulations and plots in the weekly, monthly and annual graphical reports to be presented to DMA Undersecretary and General Manager.

· Prepare Presentations Using Microsoft Power point.
· Follow up all Information Technology Centre (ITC) Contracts, Projects and work orders from the administrative and financial sides till Final Hand Over and bank guarantee release.

· Preparing memos for contracts amendments & extensions to be presented to steering committee for approval.

· Checking the invoices and processing the payments, and coordinating with finance and contractor when required.

· Being the reference and contact point to the ITC managers regarding the projects, invoices, payments and regarding releasing payments to the vendors.

· Preparing ITC outgoing correspondences /memos needed for the communications with all other Abu Dhabi Municipality departments.

· Controlling and organizing all the incoming & outgoing documents and correspondences between the Information Technology Center and all other departments.

· Doing verbal and written translation work from Arabic to English and vice versa.

· Preparing executive memos in Arabic and English languages.

· Professional Executive Secretary & Archive Work.

3. University Training & Summer Training:

· Develop the plans and implement training programs for the information systems and computer science universities trainees and those fresh graduated.

· Coordinating with the universities when ever it is required. 

· Follow up with the trainees during the implementation of these plans, and preparing the training evaluation reports at the end of training periods.

4. New Candidates Evaluation for Employment:

· My role was to prepare the exams to evaluate the candidates for jobs like typist, secretaries, data entries, administrative assistants, and other similar jobs.

· Preparing the final evaluation report.

5. Projects Management:
· Project Name: Lands Data Capture, Data Entry and Data Validation:

   Role and Responsibility:
· Managing the project of “Lands & Lands Registration Department” Data Capture, Data Entry & Data Validation Project in Abu Dhabi Municipality (2000 – 2001).
· Coordinate with “Lands & Lands Registration Department” & with Contractor as well as processing the payments.

· Project Name: Sheik Zaid Web Site:

   Role and Responsibility:
· Managing a project of Creating Sheikh Zaid Web Site which included information about Sheikh Zaid birth, Childhood, Personality, History of UAE Governors, Policies, His Strategies and Responsibilities, His Vision to Internal and External Events, His Relation Ships.

· Included as well the Women & Youth, Education, Informing, Building, Development, Health, Agriculture and Economy while Zaid Era, Awards to Sheik Zaid, Poetry & Photographs, Deadness of Sheik Zaid, and Poetry about Zaid.

· Project Name: ADM Applications Manuals : 

   Role and Responsibility:

Managing documentation all the Applications being used within Abu Dhabi Municipality Buildings, where we prepared a Technical Manuals & Users Manuals (2005 & 2006). 

· Project Name: Share point Server Project:

   Role and Responsibility:

I was the project manager & The Trainer at implementing the Share point Server Software in Municipality of Abu Dhabi City.

· Project Name: Agriculture Survey - 2005:

   Role and Responsibility:

I was a Team Leader of data entries, my responsibility was to instruct and guide the  team to investigate of the validity of data before entering to the system, teaching them how to use the system, then my responsibility to investigate of the validity of data entered via the team & correcting the data.

6. Programming Experiences:

     Role and Responsibility:

I was a part of ADM Information Technology Center programmers whom checked, reviewed, evaluated and delivered all Abu Dhabi Municipality Applications at the Preliminary Hand Over, Specially the following Programs:
· General Ledger Application

· Finance Affaire Application 

· Lands & Land Registration Departments Applications.
