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Name: Randa 
Randa.372704@2freemail.com 
Marital Status: Single
Birth Date: 20/08/1977
Place of Birth: UAE
Nationality: Palestine                  
------------------------------------------------------------------------------------------------------------------
Educational Qualifications:
· Graduated from Palestine High School at the year of 1996.
· Graduated as a bachelor of Translation from Ajman University at the year of 2000.
Other Qualifications:
· Take a computer and secretary course from Care Institute at the year of 1999.

· Finished a French Course from Gazza at the year of 2000.
------------------------------------------------------------------------------------------------------------------

Experience Acquired:
1) Working in ADCO from 22/02/2003 up to date as Technician (Prod OPS Data).
a) Capture / assist team members in collecting data records for different data classes.
b) Follow established hierarchy loading sequence for various data classes into the corporate database (Finder / ProSource).

c) Examine and assert data integrity after each loading step.

d) Extract data according to the standard format report and unloader in Finder / ProSource as requested.  

e) Transfer data from Finder / ProSource to various PC desktop.

f) Maintain well log trace and index data in Finder / ProSource.

g) Helps the end users be preparing cross-section for loaded logs as required.

h)  Assist developees in dealing with Finder / ProSource as the main resource of data.
i) Carries his / her work in safe and efficient manner and takes reasonable health and safety precautions for self and other familiarizing with the Company’s Health, Safety and Environment policy and procedures. Reports all accidents, near misses and potentially hazardous conditions pertaining to his / her place of work.

j) Performs other related duties as requested on occasional basis.  
------------------------------------------------------------------------------------------------------------------

2)  Working in Bin Suwaidi Group Company from 01/01/2002 to 01/12/2002 as a secretary.

a) Dealing with phone calls and computer softwares. 

b) Working with the Engineers in planning and typing their projects.

3) Working in Elmacs from 14/06/2001 to 25/11/2001 as a secretary.  
a) Answering the calls of the customers problems with the AC Technician. 

b) Recording invoices for the company.    

c) Registering the equipment maintenance of the company.

4) Working in the British Council from 24/02/2001 to 23/05/2001 as a customer services.   
a) Registering the students name in the courses.

b) Prparing the exames for the students.

c) Translate face to face the requirement documents immigration.

d) Taking appointment to enter the IELTS exams.

e) Examine the level of students in English.

f) Taking care of the computer lab and helping the students in dealing with its programs.
5) Working temporary in Smart System from 12/02/2000 to 20/02/2002 Company as data loader.

a) Helping in organizing the event of Tridex Exhibition. 

b) Registering the names of the visitors and the exhibitors.

c) Showing the direction of the Exhibition for the visitors.

6) Working in Electronic Signal Est. from 05/06/1996 to 12/12/2000 as an executive secretary.

a) Dealing with phone calls, faxes, emails and registration.

b) Registering satellite maintenance for the buildings.

c) Respond to the complains of customers.

My performance during the last four years in ADCO as below:

	Appraisal date
	Rating

	31-Dec-2016
	Fully Meet Expectation

	31-Dec-2015
	Fully Meet Expectation

	31-Dec-2014
	Fully Meet Expectation

	31-Dec-2013
	Exceeds Expectation


------------------------------------------------------------------------------------------------------------------

Training Courses: 
	Training Title
	Date
	Training Type
	Provider 

	First Aid Basic-CPR-Self enrollment
	18-Aug-2016
	Instructor-Led
	

	Introduction to Petroleum Engineering
	31 July 4 August,2016
	Instructor-Led
	

	Introduction to Drilling
	4-8 Oct 2015
	Instructor-Led
	Schlumberger

	ProSource Front Office
	18-Dec-2014
	Instructor-Led
	Schlumberger

	ProSource Data Loading
	16-17 Dec-2014
	Instructor-Led
	Schlumberger

	ProSource Fundamental
	14-15 Dec-2014
	Instructor-Led
	Schlumberger

	First Aid Basic-CPR
	18-Sep-2014
	Instructor-Led
	ADCO Cash Imprest

	First Aid Basic-CPR
	22-Sep-2013
	Instructor-Led
	Uniteam Medical Assistance LLC

	Data Analysis Techniques
	01-05 Sep-2013
	Instructor-Led
	Meirc

	Oracle 11G Introduction to SQL
	07-10 Oct-2012
	Instructor-Led
	New Horizons (Oracle)

	First Aid Basic-CPR
	21 Jun-2012
	Instructor-Led
	Abu Dhabi University Knowledge Grorp

	Business Ethics and Customer Focus
	15-17 Nov-2011
	Instructor-Led
	Focus

	Fire Fighting Essentials
	30-Oct-2011
	Instructor-Led
	Gulf Technical & Safety Training Centre WLL

	ADCO Office Procedures
	08-12 May-2011
	Instructor-Led
	Focus

	First Aid Basic
	26-28 Apr-2011
	Instructor-Led
	New Medical Centre Trading L.L.C

	Self Development
	21-23 Nov-2010
	Instructor-Led
	Abu Dhabi

	SDI workshop
	09-Aug-2010
	Workshop
	BSD/WPD – Talent Management Team

	Log DB Web Browser
	17-Jun-2009
	Seminar
	ADCO

	Business writing Skills
	10-14 May-2009
	Seminar
	Al Rowaed

	Planning & Organizing
	25-27 Nov-2008
	Seminar
	LOGIC

	ADCO Office Procedures
	12-16 Oct-2008
	Seminar
	Spearhead Training

	GCPBECF - Business Ethics & Customer Focus
	30 Oct- 01 Nov 2008
	Workshop
	Spear Head

	GCPSRAR - Speed Reading Analysis Review
	25-26 Apr-2007
	Workshop
	Spear Head

	GCPSD - Self Development
	27-29 Mar-2007
	Workshop
	Know How Training

	TGLD - Log Database
	12-Mar-2007
	Instructor-Led
	Petroleum Dev Div Prof/ADCO

	GCPTW - Team Work
	19-21 Jun-2006
	Workshop
	Meirc

	TBRO - Basic Res Eng for Other Discip
	06-10 May-2006
	Instructor-Led
	Petroleum Develop Consultant

	GCPICS - Interpersonal & Commun Skills
	04-06 Sep-2005
	Workshop
	Spear Head

	HSH2SBA - H2S Awareness & Breathing Appa
	14-Aug-2005
	Instructor-Led
	National Training Institute

	TPGT - Petroleum Geology for Technici
	09-11 Jul-2005
	Instructor-Led
	Southern Resources Corp

	GCPIOGI - Intro to Oil & Gas Industry
	09-10 Oct-2004
	Instructor-Led
	National Center for Mangt.&Tra / Safa Ash-Kuri

	TPBPT - Basic Petroleum Technology
	05-09 Jun-2004
	Instructor-Led
	Petroleum Developm Consultant

	TGLDBU - Log DB User
	20-22 Mar-2004
	Instructor-Led
	GeoQuest

	CSIU - Introduction to UNIX
	08-09 Nov-2003
	Instructor-Led
	


Personal Skills: 
1) Dealing with Computer Skill (Word, Excel & Power Point)
2) Dealing with the Internet, Faxes Telephones.
3) Typing English / Arabic.
4) Excelling in Arabic Mother Tongue (reading, writing & talking).
5) Excelling in English Language (reading, writing & talking).
6) Fair in French Language (reading, writing & talking).
------------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------

Others:  Holding UAE driving license. 
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