Samar 
Email: samar.369252@2freemail.com 
25/10/1979
SUMMARY

To work in a progressively growing organization where my capabilities are optimally utilized for long career opportunities and where I can learn and achieve to the best of my abilities.
EDUCATION

1996-2000
University of Ain Shams, Cairo, Egypt 

BA Art (Hebrew Section)
BUSINESS EXPERIENCE

AlBaddad International, Dubai, UAE
      





March 2015 - Present

Office Manager (CEO Personal Assistant)
Achievements to date:

· Responding to Showrooms/site enquiries, complaints, and coordination between them and Head Office.

· Travelled to various countries to present prepared reports on the showroom and its staff performances to the CEO and Senior Management.

· Maintains office services by organizing office operations and procedures; controlling correspondence; designing filing.
· Systems; reviewing and approving supply requisitions; assigning and monitoring clerical functions.

· Provides historical reference by defining procedures for retention, protection, retrieval, transfer, and disposal of records.

· Maintains office efficiency by planning and implementing office systems, layouts, and equipment procurement.

· Designs and implements office policies by establishing standards and procedures; measuring results against standards.
· Completes operational requirements by scheduling and assigning employees; following up on work results.

· Keeps management informed by reviewing and analyzing special reports; summarizing information; identifying trends.
· Overseeing a maintenance team, and moving them around to five showrooms whenever needed

· Acquired team requirements from industrial areas

· Preparation of inventories for requirements and displays of showrooms that were to be imported from China

· Represented the company to VIP clients/Sheikhs and presented its products.

· Handled government paperwork and other requirement for the President and CEO’s properties 

Swiss Perfume, Dubai, UAE
      





August 2014 – February 2015
Executive Assistant / Office Manager
Achievements to date:

· Maintains office services by organizing office operations and procedures; controlling correspondence; designing filing systems; reviewing and approving supply requisitions; assigning and monitoring clerical functions.

· Provides historical reference by defining procedures for retention, protection, retrieval, transfer, and disposal of records.

· Maintains office efficiency by planning and implementing office systems, layouts, and equipment procurement.

· Designs and implements office policies by establishing standards and procedures; measuring results against standards.
· Completed operational requirements by scheduling and assigning employees; following up on work results.

· Keeps management informed by reviewing and analyzing special reports; summarizing information; identifying trends.

· Maintains office staff by recruiting, selecting, orienting, and training employees.

· Maintains office staff job results by coaching, counselling, and disciplining employees; planning, monitoring.

· Contributes to team effort by accomplishing related results as needed.
Al Mazaya Real Estate, Dubai, UAE
      





June 2012 – July 2014
Personal Assistant of EVP
Achievements to date:

· Maintain and provide a support service for the “EVP” in all aspects such as; daily schedule, planning of his workload, diary management and coordinating and collating all relevant paperwork.

· Set appointments and meetings for the “EVP” as requested including regular one to one meetings with his direct reports. 

· Service meetings, including preparation of meeting papers, obtaining and preparing briefing materials and presentations, and taking minutes when requested/where necessary.
· Respond and advise efficiently to all electronic or verbal enquiries for the Director and other Facilities staff, 

· Screening phone calls, enquiries, requests and handling them.

· Meeting and Greeting visitors at all levels of seniority.

· Handling incoming mail, courier packages, emails and faxes.

United Supply Company, Cairo, Egypt
      




June 2012 – July 2014

Secretary

Achievements to date:

· Provides administrative support to various departments at the company.

· Handling the correspondence received in the reception area & maintaining records of the visitors.

· Answered and recorded all incoming telephone calls and guide customers to reach the concerned personnel effortlessly.
· Liaise with the courier services.

· Manage all mail, fax transmissions and courier items, ensuring timely distribution.

· Arrange and schedule the meeting rooms.

· Ensure for prompt distribution of documents within the departments and maintaining the data, by filing and recording the information accordingly.

PROFESSIONAL DEVELOPMENT

· Customer Service Course – Dubai 2012
· Master Key Course – Dubai 2013
ADDITIONAL INFORMATION
LANGUAGES
English, Arabic

PERSONAL
Nationality  Egyptian; Age 37; Marital Status  Married
INTERESTS
XXXXXX 

REFERENCES
Available upon request

