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Rabab

Dubai- Visit Visa
Email: rabab.374810@2freemail.com 

Work Experience:
· CEO Office Manager acting as Administration Manager
Mersal Charity Foundation.
(December 2016 till Oct. 2017)

- Work closely with the CEO for regular monitoring of project activities and assessment of the overall goals of the project.
- Assist the Director in writing concept notes, project ideas and project proposals and ensure their timely submission.
- Keep track of dates/ deadlines and appointments. 
- Handling the Mobile Accounts for all branches.
- Handling the Medical Insurance for all employees.
- Accountable for the review & tracking of invoices related to Administration.
- Handles the regular office work in absence of the executive manager and deal with encountered problems within her authority.
- Contacts with V.I.P visitors and donors, division heads and employees, Travel agencies, etc. for coordination, follow up, collecting information and responding to inquiries.

· Executive Assistant to Chief Executive Officer
Mersal Charity Foundation 
(July 2016- to November 2016) 

- Attending Board Meetings, Preparation of agendas.
- Maintain Security of confidential information related to all projects.
- Assist in preparing proposals and monthly reports (formatting, printing & packing)
- Establish and maintain strong relationships with international and local partner organizations, NGOs, and others working in the field.
- Compile and maintain a database of international and local donor organizations (international foundations, bilateral and multilateral agencies and private corporations offering donations)
- Regularly monitor donation websites and identify and inform donor opportunities matching the work of the organization.
- Undertake independent research in finding alternative resources for long-term sustainability of the organization.
- Undertake online research and build contacts with potential individual donors and raise funds for the activities of the organization.
· Program Coordinator
Soliya Organization (Educational Services)
(August 2013 – January 2016)

- Oversee and Support the Connect Program and Facilitation training sessions by providing the technical support to the students, facilitators & Soliya staff whenever needed. 
- Keep track of technical information and ensure that it is always updated and reflects the last status. 
- Follow up with the students that had technical issues during the program.
- Create instructional videos to the students, facilitators and Soliya staff whenever needed.
- Resolve all types of technical issues during the program. 
- Track and coordinate universities labs equipment’s availability during the program.
- Ensure that participating universities has the proper equipment’s via technology tests.
- Resolve facilitators technical issues and monitoring repetitive issues, to ensure high quality of facilitation. 
- Resolve student’s technical issues and monitoring repetitive issues detecting and escalating unresolved/repetitive or university wide issues to the IT Officer/Manager as appropriate. 
- Monitoring and training junior staff.
- Track server issues and applying quick fixes as applicable.
- Documentation, Monitoring and Reporting Progress of projects.

Operation Coordinator
Hope and Dignity Fund.
(September 2012 to July 2013) 
- Represent the organization in the governorate as needed.
- Coordinate between Cairo office & governorate office.
- Handling the daily activities on behalf of the organization. This includes: 
a. Handling phone calls, 
b. Meetings and appointments in the same governorate they are located in.
- Report progress to management on weekly basis on tasks status.
- Have a monthly meeting in Cairo with the operation manager/CEO to set monthly tasks and objectives.

· Cross-Cultural Facilitator- Volunteer at Soliya.
 (October 2011 to September 2012)

      As a facilitator, I lead online-discussions about controversial issues that concern predominantly Muslim world and the west to promote intercultural awareness and understanding between universities students. Also, I help them engage with people from different cultural backgrounds, explore their various opinions, help them to develop a nuanced understanding of the issues that divide them and become part of the bridge. 
Education:
Bachelor's Degree, Faculty of Arts, English Literature and Linguistics - El Menoufia University.
July 2010
Programs I have joined:

· Finished Soliya Connect Program Participation. 
· Finished Soliya Facilitation Basic Training.

· Finished Soliya Facilitation Advanced Training.
United Nations - Alliance of Civilizations – Soliya 
Volunteer · Oct 2010 to Present.
The Soliya Connect program, www.soliya.net, is a facilitated online dialogue group including students at universities in the Middle East and the West (North American and Europe). Sessions are conducted in conversational English. Goals of the program include increasing understanding and awareness for others in the group, building relationships, building media literacy and communication skills, increasing knowledge about historical, cultural, and political information relevant to the relationship between the West and the East, developing critical thinking skills, and gaining a sense of empowerment and responsibility in the engagement between the East and West.

          "Regions in Change and Turbulence: Egypt, Global Washington 2011"
             http://vimeo.com/31722294
             Global Washington 2011 Annual Conference
             October 31, 2011

           Global Washington is a broad-based membership association that promotes and supports the global development sector in the state of Washington.  Composed of non-profit organizations, foundations, businesses, government and academic institutions, our members work collectively to build a more equitable and prosperous world.  Global Washington convenes members to generate new opportunities for growth, strengthens member organizations to increase their impact, and advocates across key global development issues at the local, national, and global level.

· Joined a panel that includes a live, video conference with American activists, focused on the Egyptian revolution and implications for education, Using Egypt as a case study, this session focused on the impact of revolutionary political change in North Africa and the Middle East upon development work in the region. It also explored the ways in which organizations are operating around this political upheaval. Panelists discussed their experience working in Egypt throughout this revolution’s progression, which may serve to inform others working in countries where similar revolutions have occurred and teach them how to continue to succeed despite such challenges. 
  
English courses:

· Successfully completed the requirements for Written Translation from (AUC) School of Continuing Education.
· Successfully completed the requirements for the "Career Certificate in Legal Translation" from AUC.

Computer skills:

· Operating Systems: Excellent knowledge for windows 7& 8& 10.
· Different office applications (Word, excel, PowerPoint, Outlook etc.)
· Good IT and Zoho Database Management skill.

· Internet: very good knowledge and browsing skill.

Personal Information:

· Date of birth
:
22th July,1989
· Marital status
:
Married
· Nationality
:
Egyptian
Languages:

· Arabic: mother tongue.
· English: good spoken and written.
Interests:

· Reading and Surfing the net.

· Walking, playing Aerobics and Traveling.
I will be honored to join your team work
References will be available upon request.
