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	Objectives:
	        To work for a regular full or part time job that will suit my qualification and to gain professional development for my skills and knowledge, taking the opportunity to contribute my own ideas and service as well.
	

	
	Special Skills:


	· Proficient in basic computer ( Networking, Windows soft wares,)
· Proficient in Windows Office Applications (MS Word, Excel. PowerPoint, access,)
· Internet Research and Basic Troubleshooting and Email Support 

· 35 wpm typing speed w 90% accuracy 

· Good Command of English 
· Fair in French 

· Plus another skills
· Win ,ExCel ,Word ,Access

· (Web Design With Front Page & Maintenance)

· Power Point ,Visual Basic 6 (Initiator),Internet


	


	w o r k   e x p e r i e n c e

	 
	Al-Najah Cultural Institute
	  Position Title : English & Computer Instructor  

  Company Name : Al-Najah Cultural Institute.com 
  Address:  U.A.E_Dubai    
  Date Joined: November 05, 2005 Date Left: till now
	

	

	·       Job Description:
·  English teacher in governmental schools   (freelance).
·  trainee in Takamoul center for  translating & English conversation
·  courses 
· English teacher for Al Najah institute in Dubai.
· Have a great experience in assembling computer hardware   
· Computer instructor for Al Najah institute in Dubai. 
· Assembling computer.
· Sales rep.  In computer action as a part time job.  

	


	

	 
	 Far away

export 
	  Position Title : secretary
  Company Name: import product inc.
  Address:  Egypt, Cairo 
  Date Joined: January 14, 2004 Date Left: October 22, 2005
	

	

	      Job Description:

· Assists with maintaining calendar, scheduling appointments and meeting rooms.
· Assists with making routine travel and accommodation arrangements.
· Types routine correspondence and reports using personal computer.
· Picks up and delivers materials as required.
· Open, sorts and screens mail.
· Operates office equipment such as photocopier, fax machine, and calculator.
· Operates personal computer to access e-mail, electronic calendars, and other basic office support software.
· Answers telephone, screens callers, relays messages, and greets visitors.
· Files in alphanumeric order and locates material from files.


	


	  

	 
	Elmaiya group 
	 Position Title : secretary/clerk

  Company Name: Elmaiya group 
  Address:  Egypt, Cairo 
  Date Joined: February 03, 2003 Date Left: December 28, 2003
	

	   
	      Job Description:

· Maintains calendar, schedules appointments and meeting rooms.
· Makes travel and accommodation arrangements.
· Locates and compiles information and formats reports, tables, records and other sources of information.
· Maintains records through filing, retrieval, retention, storage, compilation, coding, updating and destruction.
· Types routine correspondence and reports from dictation or handwritten copy using personal computer.
· Picks up and delivers materials as required.
· Answers telephone, screens callers, messages, and greets visitors.
· Completes various request forms for office supplies and equipment as directed. 
· Files in alphanumeric order and locates material from files.


	


	

	 
	Golden life store
	  Position Title : sales consultant
  Company Name : cosmetics 

  Address:  Egypt, Cairo   
  Date Joined: January 01, 2002 Date Left: February 22, 2003
	

	

	      Job Description:

· Interacts and assists customers to determine which products and services best fit their needs.

· Educates customers on product lines and guides them through the purchasing process.
· Promotes the sales of products and services by meeting or exceeding standards for productivity. 
· Utilizes their experience and knowledge to built customer service support and is accountable for accurate and complete sales transaction.

· Assists in maintaining the store’s cleanliness and organization.


	


	

	 
	Long distance 
	  Position Title : telephone operator  

  Company Name : long distance  

  Address:  Egypt, Cairo   
  Date Joined: March 05, 2001 Date Left: September 29, 2002
	

	

	      Job Description:

· Customer service and directory assistance e.g. providing information like phone number or area codes requested.

· Aid customers in making local and long-distance telephone calls.
· Observe the call taken by the automated systems.
· Listen to a recording of the customer’s call and then input information into electronic directories to retrieve the desired number. 

· Assist customers who are having problems with the system.


	


	

	 
	Guess footwear
	  Position Title : customer relation personal  

  Company Name : guess footwear  

  Address:  Egypt, Cairo   
  Date Joined: April 17, 2000 Date Left: march 26, 2001
	

	

	      Job Description:

· Interacts, assists customers to determine which products, and services best fit their needs.

· Educates customers on product lines guides them through the purchasing process.
· Promotes the sales of products and services by meeting or exceeding standards for productivity.
· Maintains inventory, provides a high level of customer services support, and accountable for accurate and complete sales transactions.
· Assists in maintaining the store’s cleanliness and organization. 

	


	P e r s o n a l   D e t a i l s

	 
	Nationality
	Egyptian 
	

	 
	Birthplace:
	Egypt 
	

	 
	Gender:
	Male
	

	 
	Marital Status:
	Single
	

	 
	Date of Birth:
	JAN. 17 1979
	

	 
	Age:
	30 years old
	

	
	
	

	Language
ARABIC (mother Tongue)
GOOD COMMAND OF ENGLISH

WITH A LITTLE FRENCH
Computer Skills 
· Proficient in basic computer ( Networking, Windows soft wares,)
· Proficient in Windows Office Applications (MS Word, Excel. PowerPoint,)

· Internet Research and Basic Troubleshooting and Email Support 

· 35 wpm typing speed w 90% accuracy 

· Win ,Excel ,Word ,Access

· (Web Design With Front Page & Maintenance)

· Power Point ,Visual Basic 6 (Initiator),Internet


	

	P r o f e s s i o n a l   I n f o r m a t i o n

	 
	College/Bachelor Degree 


	       BACHELOR  IN  ARTS, ENGLISH DEPARTMENT  (May 05 2001) 

 TANTA UNIVERSITY

GENERAL  DIPLOMA IN EDUCATION 

DIPLOMA IN CHANNELS OF  MARKETING  

	 


