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Curriculum Vitae
Name: Fiona

Email: fiona.83077@2freemail.com 
Mobile: Whatsapp +971504753686 / +919979971283

Career Objective:

Bilingual (Arabic & English), business support, seeking a challenging administration role that fully utilizes my technical abilities, language, and interpersonal skills in a dynamic organization

Key skills:

Communication &Interpersonal Skills


Leadership & Teamwork

Financial reporting & budgeting



Problem Solving Skills

Ability toper form under pressure


Logistic

Analytic Thinking & Creativity



Negotiation 

Computer Skills:

MS Word: Advanced


MS Excel: Advanced


MS PowerPoint: Advanced

MS Visio: Advanced


MS Project: Advanced


MS Access: Advanced

Outlook: Advanced


Lotus Notes: Advanced


Others: SSPS, Fidelio, and Opera
Work Experience:
October 2013 – Present




Lagoon Capital Partners Limited–DIFC, UAE
Administration Manager &EA to CEO

· Handle the administrative needs of the team

· Manage all purchases for the office (stationary, grocery supplies, technical supplies and so on) while keeping costs down, including but not limited to 

· Handle the incoming communication be it phone, fax and mail and manage the records and distribution
· Liaise with external service providers for office upkeep and maintenance

· Liaise with the DIFC authority and other parties responsible for maintaining the office premises
· Executive Assistant to CEO
· Handle all CEO’s incoming communication, including phone calls as required

· Coordinate CEO’s diary and composition of communications, letters, memos, emails, etc on a need-to basis. Monitor and redirect where appropriate
· Additional duties as assigned within scope
· Manage Business Travel and coordinate events

· Schedule the weekly meetings as directed, and manage records and minutes

· Liaise with travel agents and airlines and embassies, to manage visa requirements and make relevant bookings
· Manage scheduling for conferences and events as required
· Ensure the company operates efficiently and smoothly

· Work with the Manager, Compliance and HR and the Office Administrator to develop and implement efficient procedures and practices in line with company policies

· Operate and maintain files, with a strict adherence to confidentiality

· Prioritise and effectively manage time to ensure all given tasks are completed efficiently on schedule
· Work effectively with team and those directly outside line of authority to accomplish organisational goals
· Other Administrative tasks as necessary

· Carry out additional duties within the Administrative, and Office Management function for the efficient operations of the company
November 2011 – September 2013


Abbott Laboratories S.A. - Dubai, UAE
Executive Assistant to General Manager

· Manage all administrative tasks related to GM’s activities, including but not limited to:
Booking of flights and hotel accommodation
· Organizing senior management events, chaired by GM: team meetings, conference calls, field visits, cycle meetings, (and visa associated with them), etc.
· Taking minutes during such meetings and following up on pending actions on behalf of GM
Diary management: scheduling meetings, reminding GM of commitments (both professional and personal)
· In GM’s absence, act as a point of reference for messages and urgent requests. Occasionally, this will require working outside of office hours when the GM is traveling across time zones.
· Filtering visitors and calls addressed to GM
· Compiling administrative documentation to be revised and signed by GM: HR/Accounts/Marketing forms and requests and 
· Preparing GM’s expense reports
· Ensuring a well-organized filing system is in use: both for general office correspondence and GM’s personal filing
· Typing and formatting GM’s correspondence
· Updating organizational charts in conjunction with Human Resources
· Provide secretarial support to senior management
· Meetings arrangements 
· Over viewing efficient handling of filing systems


March 2009 – October 2011



"Bee'ah" Sharjah Environmental Company – UAE
Executive Assistant to Vice President Environment

· Managing the schedule and assisting the VP & maintain and distribute staff weekly schedules 

· Meeting/event/travel planning and coordination for the VP and the department 

· Establish and maintain hard copy and electronic for various budgetary and personnel related forms and records and verify information contained in the records system for legitimate requests for such information
· Monitor budget and completes financial forms and reports for supervisor or other work unit members and managing petty cash

· Direct the preparation of administrative and financial reports, analyze and interpret information, make and implements decisions, compile and analyze data

· Assist clients and vendors & attend and handle phone calls

· Develop and maintain relationship with the other departments through support and coordination in general and support staff in assigned project based work

January 2008 – August 2008



Crowne Plaza Amman Hotel - Jordan
Receptionist - Front Office Department
· Cover all positions in the front desk reception, guest relations, and concierge

· Makecheck-inandcheck-out

· Paycloseattentiontocustomer's complaints
· Checktheaccommodationsuponarrivalsand departure, andtakethe booking

· Manageemergenciesandprioritiesaccordingly andcopecalmlywithstressofthereception
September 2006 – August 2007



Grand Hyatt Amman Hotel - Jordan







Front Office Clerk – Rooms Division

· Make check-in and check-out

· Pay close attention to customer's complaints
· Check the accommodations upon arrivals and departure, and take the booking

· Manage emergencies and priorities accordingly and cope calmly with stress of the reception
Education & Qualifications:

September 2004 – September 2008


University of Jordan - Jordan










B.A., Business Administration (Good)

Personal Information:

Single, Jordanian, Female




Own car, UAE driving license

D.O.B: 9/9/1985





Visa Status: Employment Transferable

Interests: Swimming, tutoring, and travelling


Availability: One month notice
