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Professional Experience:
Mar 2007 – Dec 2007

Account Executive - The Marketing & Communication Agency, “In House”
· Manages day-to-day project management of all advertising activities in accordance with approved communication plan received from Account Planners. 

· Regularly communicates with Media, Creative, Production departments. 

· Works with Account Planner to ensure all projects are within budgets and on time.

· Oversee the production, placement and billing of clients’ advertisements into various forms of media (web sites, newspapers, etc.)

· Ensure weekly updates are carried out for Ad Planner, Master Production Calendar and Client status reports, etc.

· Review/approve insertion orders generated by Media Department.  

· Respond to and follow up sales enquiries by post, telephone, and personal visits. 

· Assists Account Planner with updates and analysis. 

· Reviews/presents cost estimates to Client for approval. 

· Overseas the completion of prints and broadcasts and obtains the client approval. 

· Actively participates in client/agency presentations.
· Billing departments to ensure correct invoicing of clients and resolving discrepancies 

· Monitoring of cultural and social trends, and their impact on consumers' attitudes, behavior and perceptions while using a variety of market and research data.
Oct. 2004 – Sep. 2006
Teacher assistant - Misr International University (MIU)          



    *Fall 2004: Assisting in 8 courses (Marketing Dep.)



    *Spring 2005-Fall 2005: Assisting in 14 courses (Marketing Dep.)



     *Spring 2006: Assisting in 7 Courses (Bus. Dep.)
· Presenting the material in the problem sessions with the coordination of the doctor (material presented in problem sessions are prepared and conducted by teacher assistants) 
· Giving extra office hours whenever needed. For classes with no problem sessions, teacher assistants are entitled to give office hours (this is mainly for business and marketing students)
· Maintaining a well-documented course file (course outline, copy of attendance sheets from secretary of the faculty, copy of grade roasters from control, exams, and any extra notes submitted to students during the class).

· Preparing public lectures for business and marketing students.

· Attending all the assigned classes.

· Proctoring during the 5th week exam and quizzes.

· Correcting and grading assignments and quizzes which are done under the guidance of the instructor.

· Assisting students with the projects, assignments and case studies.

· Administrative work.

Sep. 2002 – Oct 2004
 Admission & Registration Officer – Misr International University (MIU)
Admission Job Responsibilities:

· Responsible for receiving the students’ original documents and revising them before the tuition fees are paid.

· Responsible for recalculating the students’ certificates and deciding whether or not the student is allowed to study in the faculty he chose according to the regulations of Egyptian Ministry of Higher Education.
· Visiting Schools and participating in Universities Fairs.
Registration Job Responsibilities:
· Issuing and stamping the acceptance letter from the director of administrative affairs once students are accepted.

· Entering the data into the University system after the students are accepted and their fees are paid.

· Meeting with the parents and giving them a detailed idea about the university and the different faculties.

· Printing early advising registration form sheets and handing them to of the each faculty's Advising Center.

· Printing the GPA (Grade Point Average) list and checking that each student has his/her schedule.
· Printing absence sheets every month and handing them to faulty secretary.
· Collecting paid list students on a daily basis from the accounting department and their names are added in the absence sheets in accordance with the faculty secretary. 
· Collecting absence sheets at the end of each month.

· Issuing warning lists after the 5th week and another one before mid term exams.

· Printing student transcripts, revising and filling them in each of the students’ files.

· Sending students’ result via E-Mail.

· Printing and revising the graduation certificates.

· Preparing and reserving the ball room for the graduation ceremony.
· Guiding students to collect their gowns, caps and invitations.

· Organizing a rehearsal prior to the ceremony.
July   2001
      Trainee at the Admission & Registration Department-Misr International University (MIU).
 July 1999               

Trainee- SOCIETE ARABE INTERNATIONALE DE BANQUE (SAIB).
Skills:

· Computer Skills:

                -WinWord, PowerPoint, Outlook and some Adobe photo shop.
                -Excellent internet research skills.

                -Swift English Typing Speed.
· Communication Skills:

                -Very good presentation skills for researches and projects.

                -Ability to plan & organize multiple tasks under minimum supervision.
Languages:
· Very Good speaker and writing of English and Arabic.
Education:
October 2006 
 Awarded the degree of Master of Business Administration “MBA” from the Arab      Academy for Sciences and Technology Graduate School of  Business “AAGSB”. 

                                               * Major: Marketing 




        * GPA: 3.03/4.00


June 2002                
Bachelor of Arts, Business administration & International trade, Misr International University (MIU), Egypt.
                                             * Major: Marketing    

                                             * GPA: 3.64/4.0 (Graduated with High Honors)

1995-1998            
 International General Certificate of Secondary Education (IGCSE), Saint Fatima Language School, Nasr City, Cairo, Egypt.
University Honors and Awards received
· Awarded for the active participation and successful contribution to the training in the CDAEEY.

· A university scholarship for the educational year 1998-1999, 1999-2000, 2000-2001, 2001-2002.

University Activities
· Member, Choral Group, MIU, Egypt. Joined in the solo and group songs.

· Member, Community Service Club (CSC), MIU, Egypt.

· Member, ASCC club 4 help, MIU, Egypt.

· Member, Cooperation and Development Association for Egyptian and European Youth (CDAEEY).
Personal data

· Nationality: Egyptian

· Date of Birth: 9/2/81

· Place of Birth: Cairo

· Marital Status: Married

· Husband Visa.

