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Job Objective

Looking for a challenging and an interesting opportunity with a reputable Company where my academic background and skills will have a valuable impact and allow me to growth. Also to be part of an organization where growth and prospects are unlimited. 
	Date of Birth
	November 21, 1986         

	Place of Birth
	UAE - Ajman

	Nationality:
	Palestinian

	Gender:
	Female 

	Material status:
	single


CONTACT  DEATAIL

Education

June 2008
BA in Foreign Language and Translation, Ajman University of Science and Technology Network, Ajman, UAE, 2008, by Excellence with honors
June 2004

High School Certificate, Al Ahli Charity Schools – Dubai.
Skills and Languages
Skills:

· Computer skills:-
(Microsoft Word, Excel, Power Point, Internet)
· English and Arabic Typing in high speed

· Communication Skills: ability to communicate effectively with people outside.  
· Good command of English language (written and spoken)

Languages: English and Arabic.

Abilities:

· Ability to work under pressure and to take responsibility

· Ability to work within a team and social works in General 

· Self-development.
Professional Experience

June2007 - August 2007

Training at Al- Sabah Translation Services,

 Having a training course in translation contracts, documents, CVs, letters, certificates, cheques, conventions, advertisements and forms.
May2006 – Septemper2006
Working at Patchi at administration department at the head office and my tasks were at follow:

· Screening CV’s, short listing resumes and arranging for interviews, preparing job offer.

· Induction of new employees.

· Preparing letters related to HR Department like salary certificates, experience certificates, no objection certificates.

· Answering calls and queries related to HR Department.

· Assist the corporate sales department in preparing quotations.

· Managing office stationary and maintaining records.

· Maintain stuff attendance records.

· Arranging for stuff training programs. 
July2004 - August 2004 

English course at Middle East Institute
Course in reading, writing, speaking, grammar and listening. 
Interests

Sport
Swimming 
Computer
