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                                             Curriculum Vitae                                                            
	PERSONAL INFORMATION


 
Name: Yusra            
                   Date of Birth: September 05, 1980
Marital Status: Married


Gender: Female 
Place of Birth: Iraq


Citizenship: Iraqi
	 IDENTIFICATION


 

Drivers License
Valid U.A.E. Driving License
Residency:
Valid U.A.E. Residency (sponsor / Iraqi Consulate)

Possible change on husband’s sponsorship
	LANGUAGES


 
· Arabic (Mother language)
· English (Read, write and communicate) – good
	 HOBBIES


Traveling and Reading 
	  ACADEMIC HISTORY


 

1998 – 2002   B.Sc. in Computer Science / University of Technology / Baghdad – Iraq

	TRAINING COURSES 


 
· Strategic Skills for Office Managers / Arabian – European Centre for Managerial & Technical Training in Dubai.
 
· Courses in MS Office / Internet 
	SUMMARY OF EXPERIENCE


 

Experience as secretary and office manager, handling all the administrative and secretarial duties in the Iraqi consulate in Dubai

	EMPLOYMENT HISTORY


 
From: Jun. 2004 – Sept. 2008
Job Title:  Office Manager in the Iraqi Consulate - in Dubai
· Working directly with H.E. the Consul of Iraq
· Writing professional business letters.
· Effectively manage appointment scheduling.
· Coordinate meetings and events.
· Meet and greet high profile visitors.
· Typing correspondence.
· Answer calls and interact with callers answering questions and enquiries
· Make travel arrangements, hotel reservations and other logistics arrangements 
· Maintain office files
From: Feb. 2002 – Apr. 2004
Job Title:  Secretary at Balady Real Estate Office - Iraq
· Working with the Manager
· Type correspondence
· Answer calls and deal with clients
· Maintain filing system
· Perform other duties as required
 
