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OBJECTIVE

To secure a position that continues to develop my professional skills and allows me to acquire and apply new abilities to serve the various client groups of this position as well as the general mission of the company.
EDUCATION
Sept. 2004 - June 2006               A Bachelor’s Degree in Career Counseling and Advising' 
                                                Higher Colleges of  Technology (Sharjah) 
Oct. 1997 – June 2001               Higher Diploma in Information Administration, Higher Colleges of

                                                Technology (Sharjah) 

June 1997                                 High School Certificate, Ajman High School

EXPERIENCE

October 2008 to Present: Mawarid Finance, Senior Associate: HR and Administration 
· Developed Emiratisation policy for Mawarid Company 

· Contacted Training Institutes to coordinate training courses for UAE staff

· Contacted universities and colleges to employee graduates for Mawarid 

May 2004 to  September 2008:  Zayed University Alumnae relations Coordinator in Career     

Services & Alumnae Relations Office:

· Supervised and work with Alumnae association board members to organize events to graduates and link them to ZU

· Delivered presentations and workshop to students. 
· Provided information and counsel students interested in graduate studies

· Interviewed and assessed students and graduates for different positions at the campus.
·   Organized a number events  as events such as Career spotlight and Alumnae trip to Japan
· Coordinated with the college of  Communication and graduates to issue the achievers magazine

· Developed & implement mentoring program for graduates in community

·   Sent monthly newsletter to update graduate with different on campus and off campus news and      activities of interest to graduates
October 2001 May 2004: Zayed University Administrative Assistant in Career Services & Alumnae 

  Relations Office:
· Provided general administrative support to the staff of Career Services & Alumnae Relation

· Supported Internship, Graduate Employment and summer World of  Work programs

· Communicated and respond to calls from graduates, employer and students

· Created and track employment databases for employers, graduates and  students
·   Assisted in planning, organizing and delivering all departmental events:
· Graduates Showcase
· Recruitment fairs
· UAE Career Fair
· Alumnae Activities: Alumnae Id card, graduate study, Alumnae Association
· Traced & processed budget items & process all purchases & financial actions and  follow up with financial offices  
· Surveyed and networked with grads/students to support informational needs  
February 2001 to June 2001: Sharjah Water & Electricity Authority: Trainee in Purchasing                           Department:

· Issued Purchase requisitions

· Reviewed and checked purchase orders files

· Designed an Outlook manual for Purchasing staff  
TRAINING

· June 2005: KNET - knowledge Network: ILM Certificate in First Line Management
       Course    
· March - July 2004: Zayed University: Cambridge Business English Certificate                 
· March 2004:  Zayed University: Web Design Course:      

Image Ready, Dream Weaver, Photoshop,
· October 2003: Zayed University: Assertiveness skills  

· October 21st, 2002 : Emirates Institution of Technology: 

       Written Business Communication 
· December 2001: Zayed University: Resume Development

PROFESSIONAL SKILLS

· Effective Interpersonal Skills gained through interacting with students, graduates, faculty and employers over 3 last years
· Event organizing skills gained through organizing a number of events for graduates and students  
· Leadership skills gained through supervising and leading the alumnae board members of ZU to accomplish their tasks. 
· Training skills: gained through conducting a number of presentations and workshops at the university for students  
· Professional Attitude

· Priority & Time management skills
· Desire to learn and improve
