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Curriculum vitae

Name
: Amal Awad Habib
Place of birth
: Jordan / Amman

  Nationality
: Egyptian

Date of birth day: 3 oct.1987

Marital status
 : married 
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Objectives
Seeking an entry position in a company that provides challenging a promising careers where my technical and personal skills can be applied
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Education
 
Institute of management, secretarial and computer (Ramssis College) American University previously

Secretarial department

Year of graduation: 2008

Grade: very good

Bachelor degree of commerce, Ain shams university  
Languages skills
 
Arabic: mother tongue

 
English: good
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Personal skills
 
Hard worker

 
Self –motivated

 
Optimistic
 
Excellent communication skills

 
Objectively
 
Flexible
 
Ambitious
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Computer skills
 
Microsoft office: (word, excel, access & PowerPoint)

 
Windows, 98, xp , 2000 & 2007

 
Internet explorer

 
Outlook express

Training
BMW factory (Bavarian auto group)
Cost Accounting Section
    ISO training 20001:2005
Courses
American university I n Cairo – General English course (level 8)
American university in Cairo – conversation (level 4)
Marketing and public relationship council at American university in Cairo

Applying for Hr. diploma at American chamber 
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Work Experience:
Orana co. (International Company)
· Admin coordinator and HR assistant   (from May 2014 till present).
· Job Description
· Responsible about vacation sheet.(Attendance)
· Handle all pick up and transportation arrangements.

· Responsible for drivers and their record.
· Finishing the documents of the social insurance 
· Finishing the document of medical insurance and follow up with them all employee need.

· Renewal of car licenses
· Follow up with labor law office’s requirements.
· Translate some documents from English to Arabic and vica verse.
· Reserving Airline tickets and responsible for guests hotel booking and accommodation.
· Following on apartment need and maintenance required.

· The central point of anything required from stuff.

· Serve visitors by greeting, welcoming, directing and announcing them appropriately

· Answering all calls and record necessary massages and Receive and sort daily mail/deliveries/couriers.
· Creating and maintaining filing systems.

· Attend meetings and take important minutes and follow it.
· Preparing the week plan and upload it on internet.

· Make agenda for the next management meeting.
· Attend employment fair.

· ISO 22000 knowledge.

· Do Audit inside the factory in all department.

· Hiring and Selection procedure.

· Training Awareness procedure.
· Manger for 6 employees.

1. Wadi el Nile company for marble and granite
o Job title : Executive secretary (from December 2010 till March 2011)

Job Description
 
responding promptly to telephone & e-mail inquiries.

 
Checking & translating e-mails, faxes from English to Arabic.

 
Preparing offers & quotations for our client.

 
Preparing the purchase order to the supplier.

 
Filling all the e-mails, faxes & tenders paper.

 
preparing the invoices with the accountant.
 
Transfer all these documents & providing the financial dep. To follow up the payment.

 
maintaining all records.

 
Writing reports & business correspondence.
 
updating financial records of the customers input data.
2. Hany berzy sadek Auditing and accounting office
o Job title : Accountant

o (from may 2010 to november2010)

3. SAMEH AZER SELIM Auditing and Accounting Office
o Job title : Accountant

o (from March 2009 to April 2010)

4. SAMAH SAMI Auditing and Accounting Office
o Job title : Accountant

o ( From November 2007 – February 2009)


Job Description (for jobs 2-4)
 
Expenses Analysis (General Expenses-Industrial Expenses- Sales & Marketing

Expenses)
 
Prepare Sales Tax Reports

 
registering in Daily Journal (Purchasing, Sales and others)

 
Budget Items Analysis (Prepaid Expenses and Actual Expenses)

 
Prepare the Annual Depreciation for Assets

 
Analysis of some account of Balance Sheet and Income Statement (Sales Cost –

Revenues)
 
making adjustments of annual salaries tax.

References
References will be furnished upon request
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