Rania 
E-mail: rania.80914@2freemail.com 

EDUCATION

University of Jordan

· Bachelor Degree in Business Administration 1994

· Minor in political Science

· Training courses/financial programs -  FoxPro/ Amber

· Typing – Arabic and English

· Languages – Arabic and English

COMPUTER SKILLS:

Windows 95/98/2000, MS Word, MS Excel, MS outlook, Internet Explorer, FoxPro/ Amber.
EXPERIENCE

Jan 2008 till now (The same bank)

Legal assistant to the Manager, legal advisor & PA to the COO
· Review legal contracts and agreements.
· Providing general legal and administration support to the Legal Manager

· Dealing with law firms and translators.
· Dealing with the notary public
· Providing support during Board members meeting, EGM and AGM
· Dealing with ESCA and Department of Economy
Oct. 2006 Jan 2008  (The same Bank)

PA for the COO & Office Manager
Key Function:

This is a diverse and, at times, demanding role. It needs pro-active approach whilst working to time critical deadlines and interpersonal skills will be used to the max, multi task, initiate new ideas and suggestions. In addition, it needs a quick intellect, a great sense of humour and a resilient manner. Above all, it needs giving total commitment & confidentiality to the work.
Accountability & Responsibility:
· Co-ordinating diaries, organizing calendar, contacts and Screen incoming emails/mails.

· Incorporate all the day to day running of the COO’s Office.
· Responsible for delegated tasks, and working on business pitches and ad-hoc projects.
· Event Coordinator, seminars, presentations, reports, binding and all other related activities. Provide before/after meeting support, venue, booking, travel arrangements, and prepare meeting materials, invitation, and any other related topics.
· General Secretary & administrative duties and communicating i.e. Travel arrangement, expense claims, correspondence, filling, typing – Arabic and English.
· Involved in other tasks relating to office management and client.
· Provide support during IPO’s.
May 2005- Oct 2006 Bank

PA to the Head of Investments Services &
RM Support & Office Administrator.
Office Administrator.
· Manage the department day-to-day by providing administration support and to ensure that all administration procedures are up to date. For a perfect and organized day-to-day operation.
· Event Coordinator, organize seminars, presentations, reports, binding and all other activities related to ISG Department.
· Providing support to the new joiners.

· Monitoring all administrative transactions and contracts within the department
PA to the Head of ISG & Provide Executive Assistance to the department

· Proactive Executive and Personal assistance for the Head of ISG & the department:

· Co-ordinating diary, Calendar, Contacts, Screen the incoming email/mail.

· Take responsibility for delegated tasks, and take an assignment projects.
· Handle Before/after meeting support, venue, booking, travel arrangements, prepare meeting materials, invitation, and any other related topic.

· Handled all secretary works including travel arrangement, reservation, hotel booking, expense climes, , registrations, arranging letters, correspondences, mail merge, filling, typing – Arabic and English, issuing. 
· Involved in other tasks relating to office management and client.
RM Support

· Provide RM support. 
· Assist the middle office in their tasks on needed basis i.e. IPO’s and any admin issues.
2002-Sept. ‏2004 Rasmala Investments



Dubai – UAE

Executive/Admn Assistant and RM Support Officer
· Manage daily agenda.

· Organize senior executive management conferences i.e. Board Meeting twice a year “in and out of Dubai” and private functions. 

· Prepare wide range of documents i.e. memos, reports, letters, spreadsheets.
· Screen the incoming email/mail and direct it to the concerned division.
· Handled all secretary works including travel arrangement, reservation, arrange full itinerary, filling, typing – Arabic and English, issuing LPOs and requisitions.
· Handled the entire chairman’s Arabic correspondence, and for the rest of the team.

· Manage translation materials, brochures, profiles, and website.
· Providing support to the new joiners.
· Organizing workshops, making arrangements for events and conferences, and other functions to improve the culture of the company and develop a healthy work environment.
· Monitoring all administrative transactions and contracts within the department.
· Arrange all the travel arrangements for all the staff.
· Working with the operation team on a special program for technology and operation system.

· Working closely with Relationships managers, and acting as a liaising between operation dept. and RMs.

· Managed general office requirements, changes have to be done within the office, as well as dealing with distributions and suppliers, dealing with our media and advertisement agency regarding brochures, adds, gifts, Eid cards..etc.
2001-2002  Zayed University / Temp. Job


Dubai – UAE

Executive Assistant – the Provost office and the Campus 
· Handled all secretary duties i.e. booking flights, reservation, arrange full itinerary, filling, typing – Arabic and English.

· Acted as a liaison between all the sectors in the University and the Campus regarding all maintenance issues, and some other issues, using a special network program.
2000 – 2001 United Uniformed Security Services

Virginia/USA

Office administrator and PA
· Managed all issues regarding accounting including Billing, and related issues.

· Monitored and coordinated special events for the CEO.

· Attended and took notes during business meeting between CEO & Clients.

· Responsible for salaries and payment.

· Acted in replacement of CEO in his absence assuming duties including meeting with potential clients and handling correspondence with new and already existing clients.
· Monitoring all administrative transactions and contracts within the department.
· Handled all secretary works including booking flights, reservation, and arranged full itinerary for CEO and his guests.
1995- 1999 Modern Paints & Chemical Industries 

Amman - Jordan

Executive Assistant / Data Entry

· Maintained a base of approximately 1000 accounts including major clients, newspapers and corporation.  

· Managed all issues regarding accounting including Billing, and related issues.

· Monitored and coordinated special events.

· Devised filing system for all related office documentation including client account management, employees. Etc

· Handled all secretary works including booking flights, reservation, and arranged full itinerary for CEO and his guests.
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