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Curriculum Vitae
Najjad

Najjad.41318@2freemail.com 
Objective:

To pursue a challenging and rewarding career that will enhance my interpersonal skills with a good opportunity for success and growth by exposure, meeting people, and personal advancement and to become part of your dynamic team where I may exemplify and contribute my acquired knowledge, skills.

Job Experience:

20/11/2007 – 31/12/2016 (Public Relation Manager): Millennium Corniche Hotel-Abu Dhabi.
Specific Duties and Responsibility:
· Maintains good working relationship with all government agencies and sponsoring company representatives.

· Acts as Hotel representatives relating to personal matters with all government agencies.

· Secures all visa permits, License and government administration as stipulated by law.

· Assists Sales and front office departments in sponsoring transit visa guests on behalf of the hotel.

· Responsible for ensuring music and entertainment NO Objection Certificates as requested.

· Responsible for the preparation of all HR Arabic Communication.

· Disseminates information that relates to the Local law and changes to in law to advice hotel.

· Prepare periodic reports as per policy and as may be requested from time to time.

· Prepare annual visa reports as required by law.

General Responsibilities:

· To promote efficiency, confidence, courtesy and extremely high standard of social skills.

· To generally promote and ensure good inter-departmental relations.

· To display a pleasant manner and positive attitude at all times and to promote a good company image to guests and colleagues.

· To participate in any Training / Developments schemes as recommended by senior management.

· Assist the duty manager in any task outlined / detailed by him / her.

· To comply with reasonable request made by management to the best of your ability.
Legal responsibilities: 

· To ensure that the standards required by law and by managements are maintained at all times in the areas specified above.

2005 – 2006 (General Accountant): Mount Juice Company - Syria.

Specific Duties and Responsibility:
· Preparation of Chart of Accounts for new items and Material Factory.
· Asset Managements: Recording data about equipment and property including specifications warranty information, service contracts, Spare parts, Purchase date, Expected lifetime, and anything else that might be of help to management of maintenance workers.

· Inventory Control: Management of spare parts, tools, and other materials including the reservation of materials for particular jobs, recording where materials are stored.

· Responsible for the maintenance of pay roll and petty cash.

· Responsible for the purchase of fixed assets, equipments, office supplies etc…
1998 – 2004 (Office Administration, Receptionist): American Center for Computer and English Studies and Services - Lebanon.

Specific Duties and Responsibility:
· Pre opening team.

· Dealing with students complaints, comminutes, inquiries, and talking implementing coo reactive action.

· Promoting School facilities to students through the front office.

· Receiving direct payment by cash and checks.

· Ability to articulate and present a positive professional image both in person an on the telephone.

· Responsible for handling telephone communications, customer and business related inquiry.

· Ability to establish and maintain effective working relationships with students.

· Ability to maintain tact and courtesy when interacting with the public and students.

· Ability to communicate well with both verbally and in writing.

· Clerical aptitude and general knowledge of office and business terminology, procedures, equipments, arithmetic, and English.

· Inventorying and ordering supplies publications, and paper filing system.

· Sending out meeting notice and reports.

· Processing incoming and outgoing mails and communications

Personal Information:
Date of birth: August 12th 1974.
Marital Statues: Married.
          
Personal Attributes:

· Fast-learner, dynamic, dedicated and committed.

· Excellent verbal and written communication skills.

· Self-confident and has the ability to understand and get familiar with new atmosphere within short time.

· Possessing strong interpersonal and social skills.

· Loyal with professional attitude who takes great pride in its work and achieving a rapid career progression through hard work. 

Work-Related Skills:

· Very fluent in English.

· Computer literate, Keen and skilled at research work and proficient in MS office applications.

· Typing speed 35 to 40 WPM.

· Ability to analyze and think logically under pressure with minimal supervision.

· Ability to work as part of team and on own initiative.

· Ability to organize / multitask with proper time management and work to deadlines.

Language:

Arabic: spoken & written, Excellent.

English: spoken & written, Fluent.

 
