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Mahmoud 
Mahmoud.372359@2freemail.com 


	Office manager and secretary of the President of the Court of Port Said

	· Experience




	09/2006 -  06/2007
	Technical support
	

	
	Elshorok for internet service
	

	
	My responsibilities : Support networks and crashes home Internet service.
My achievements: I've launched a new service which is regular maintenance to avoid any crashes has led the service to reduce the number of breakdowns own home networks and the Internet.



	07/2007 -  07/2009
	Sales manager
	

	
	Elshorok for internet service
	

	
	My responsibilities: Increase the company's sales, Development, Add new services to customers.
My achievements:  I've increased the company's sales and development of dealing with customers and work to create several branches to help further expand and gain the trust of more customers, Add a new service, a surveillance camera system.



	07/2009 – 11/2014
	Data entry
	

	
	Portsaid court
	

	
	My responsibilities: Data for all types of securities traded issues the court entrance.

My achievements : I have to participate in the working group for the development of the Court's workload and the introduction of all the issues and meeting records on the computer until it became transactions and services provided by the court between the most of the public and 
among workers using computer .



	2014-12 present
	Office manager and secretary of the President of the Court of Port Said

	
	Portsaid court

	
	My responsibilities : Executive secretary of the all regards to President of the Court ,Business daily in the office, receive daily e-transactions and to sort and view them, directing transactions to the competent authorities, drafting speeches from the President of the court for the rest of the departments, make phone calls made and received, prepare topics of meetings and the preparation of their reports and the list of deadlines processing, searching for opportunities and ways that will help the continued development and growth and that raise the performance of the office and the body as a whole  .

My achievements : Develop and improve the performance and speed of work

	· Education
	
	

	10/2002 -  06/2006
	Baccalaureate of specific education, Department of Computer,  Suez Canal University.



	
	• Microsoft Windows 

• Microsoft Office Packages

• Network.

• Internet (Application, Designing).

• Fast writing and printing

	· Languages
	
	

	
	Arabic , Native Language

English , Good in Speaking and writing
	

	· Skills
	
	

	
	Microsoft Windows

Microsoft Office Packages

Network

Internet

surveillance systems

Fast writing and printing
	

	· Licenses
	
	

	
	driving license
	

	· Interests
	
	

	
	Computing , football , Chess , Puzzles .
	


