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	Qualifications

	B.Sc of Law 2006, Zagazig University, Egypt - GPA (76.13%)

	Country Experience

	Egypt, U.A.E

	Nationality

	Egypt

	Languages

	Arabic, English


Career highlights

I have 3 years of experience with strong secretarial, administration, communication skills including typing, translation, and controlling documents, arranging for meeting, filling and archiving etc. A part from the above routine jobs also performed secretarial support to the site engineering such as preparing method statements, calculation sheets, work progress reports, minutes of meetings, etc.
Detailed experience

AECOM Middle East Limited, Abu Dhabi

April 2010 to May 2011, Project Administrative Assistant- Document Controller
Various Projects:

· Shams Abu Dhabi – Al Reem Island

· Maintenance of Sidewalks and Interlocking Tiles inside Abu Dhabi Island

· Maintenance and Rehabilitation and Additional Works for Roads and Bridges inside Abu Dhabi Island

· Maintenance and Rehabilitation for Abu Dhabi Strategic Roads, Zone-1}

· and my last project (AL MARKAZ) In which I was involved in as AECOM’s  Document Controller  

Report to the Project Manager My duties included but not limited to the following:

· Coordinate the administrative functions and processes within the project
· Distributing and tracking records of incoming & outgoing drawings/ documents using in-house developed document controlling system.
· Preparing of various documents such as but not limited to: Presentations, Weekly & Monthly Progress Reports, Minutes of Meetings, Memos, Payment Certificates, Staff Agreements, etc. As per company procedures. 

· Translating of letters and documents from Arabic to English and English to Arabic.

· Organize coordinates and supervise all general administrative works.
· Coordinating between Human Resources and employees.
· Maintain administrative records for annual leave, duty travel.
· Communicating with all project parties through online Primavera (in Shams Abu Dhabi Project) / Conject (In Al Markaz Project) communication systems. 

· Implements the Document Control Manual with primary focus on the construction documents (drawings, specifications, shop drawings etc.).
· Implements the document management system.

· Ensure preparation and follow up for regular department meetings. Take meeting minutes and distribute to attendees
· Prepare and update weekly and monthly ProgressReport.
· Manages the department’s cash and stationery. Maintain records of expense claim documentation, invoices, etc. Maintain office supplies keeping stock record and ordering replenishments.
Information Technology Club, Egypt

June 2007 to December 2009, 

My duties were the following:

· Managing the club in the night shift.

· Preparing correspondences to various authorities regarding work and customers issues.

· Presenting sessions for windows and office software.

· Preparing researches in various scientific topics.

· Long experience with maintenance computer hard & soft ware.

Training Course

· ICDL (International Computer Driving License) Sisco Institution.

· Holding UAE Driving license.

· Fast translator & typist in both Arabic and English (if any one concerns)

Employment record

	from – to
	employer/description of duties

	April  2010 to May 2011
	AECOM Middle East Limited, Abu Dhabi

Administrative Assistant – Document Controller


	June 2007 to December 2009 
	Information Technology Club, Egypt

Administrator and Trainer
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