Eman.90480@2freemail.com 
Bachelor's Business Management
Objectives :

I am looking for an opportunity to work in a reputed International Organization where I can utilize my skills & Knowledge to their full potential in order to contribute positively to the organization’s predominant objectives & Business strategies.

Personal Information:

	Nationality:
	Jordanian

	Birth Place/Date of Birth :
	Al – Ain /1980

	Visa Status
	Resident Visa with NOC 

	Gender:
	Male

	License :
	Holding UAE Driving License 


Contact Information:

	Location:
	Dubai , United Arab Emirates 

	Education:
	

	1/ Institution:                                       
	Banglor University ( Banglor – India )

	Degree, Major:
	Bachelor's Business Management and Marketing

	2/Institution:
	Ben Ammer High School, Abu-Dhabi, United Arab Emirates

	Completion Date:
	1999 - 


Training Courses :
· Attended Media Training Courses

· Attended finance and accounting Training Courses

· Attended Quality Management Sessions & workshops

· Attended sales & Marketing skills training course

· Neural Language Programming (NLP)  : How to be successful dealer with all type of personalities and minds.
· Time managing - Showing & Presentation skills from The center of King Abdullah in Amman
· Graduate Employability Test (GET) : Pass

Professional Experience:

	1/ Position in Company:
	Legal Coordinator ( Fast Rent A Car )

	Work Description :


	1. Coordinate office activities for Attorneys or Administrative Law Examiners, performing a variety of legal secretarial duties such as scheduling hearings, preparing legal documents and correspondence, docketing cases and maintaining court dockets and diaries, and providing information and direction to others.  
2. Responds to inquiries on a variety of matters such as the status of pending cases, administrative and court rules, and appeal procedures.  
3. Schedules and arranges meetings and conferences and notifies interested parties; 
4. Arranges travel for staff including scheduling transportation and making hotel reservations.  
5. Operates keyboard equipment such as typewriters, word processors, and personal computers to docket cases, process information, record notices of hearings or postponements, correspondence, reports, and other data.
6. Prepares notices of hearings and sends to interested parties.  
7. Sorts, opens, logs, and distributes incoming mail to staff; attaches incoming correspondence to case file and related materials needed for action.
8. Composes routine letters and memoranda and prepares reports .
9. Reviews legal documents to ensure they are in proper format and contain all necessary portions or related documents for court acceptance; files legal documents with proper courts.  
10. Serves and files legal papers.
11. Determines need for and requisitions supplies, equipment, and repair and maintenance services .

12. Assists in the preparation of financial reports; prepares travel vouchers, time keeping, and other personnel records.  
13. Operates standard office equipment such as calculators, duplicating machines, facsimile machines, etc.  Performs related work as assigned.
14. Inputs, retrieves, updates, and deletes information using computerized databases.

	2/ Position in Company:
	Admin Advisor Assistant 

	Work Description :
	1. Research law, investigate facts, and prepare documents to assist the division level heads in their duties and communication with external parties. 
2. In addition to keeping official company records and executing legal policies and procedures.
3. Assists in the interpretation of laws, rulings, and regulations governing company activities.
4. Aids the Head of Support Services in advising the company from a legal perspective on transactions of business involving internal affairs, shareholders, directors, officers and company relations with the general public.
5. Assists in the preparation of business contracts and administers other related legal matters.
6. Prepares legal documents such as briefs, pleadings, appeals, contracts, initial and amended articles of incorporation, buy-sell agreements, closing papers and binders, and trust instruments for review, approval, and use by attorney, or Division Heads.

7. Prepares memorandums, circulars and external letters as required.
8. Outlines and explains administrative procedures and policies to supervisory workers, and other personnel.
9. Plans conferences and meetings between division employees and others, including external parties to discuss legal related matters.


Languages:
Arabic / Mother tongue                                                        English / Expellant ( Speaking , Witting , Typing 45 wps- )
Personal Skills:
· I am a fast learner and ambitious, I would like to take the opportunity to apply my experiences and educational background in a progressive and dynamic organization that appreciates creativity, independence and hard work

· Ability to identify and analyze complex issues and problems in management areas, and then recommend and implement solutions. 
· Manage office functions economically and efficiently, organize work, establish priorities, and maintain good interpersonal relations and communications with support staff. Experience managing business operations such as human resources, technology, finance and marketing.
	Skill's type
	Description

	Research skills
	essay research via library/Internet

	Teamwork
	enjoy working in both team environments and independently 

	Communication skills
	expressing critical opinions with customers , 

	Self-motivation/management
	Dependability, handled many things with excellent results although the time constrains

	Providing excellent customer service
	customer focused employment

	Creativity
	New ideas for lunching the event.


Computer Skills:
ALL MICROSOFT OFFICE LIKE  ( MS PROJECT, VISIO, MS Word, MS Excel and MS PowerPoint ) – PC Formatting - Adobe Photoshop - Accounting and economic - E-commerce and advertising -Managing small project -Managing information centers and department .

Memberships:

	Organization
	Membership/Role

	Banglor Private University
	Business managers Club in the university

	Banglor Private University
	Chess + football Team of my university.
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