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PROFILE

A 10 years of vast and diverse experience within the investment banking, General trading, travel agencies, consultancy and training fields. A disciplined thinker and a performer that strives for quality through attention to details, offering a unique problem solving abilities as part of my skill set. I have the enthusiasm and energy to keep myself and others around me motivated, a good decision maker, flexible, team player, meeting tight deadlines.  This combined with a passion for working a challenging and demanding job is where I see my future career development.

KEY SKILLS

· Excellent communication and interpersonal  skills
· Methodical approach to planning and                         organisation

· Analytical and questioning; logical thought     process

· Pragmatic, risk based approach to problem solving

· Ability to prioritise and manage conflicting demands in a pressurised environment

· Proficiency in leading MS Office applications

	PROFESSIONAL EXPERIENCE

	Jan. 2009 - Present


	Allied Compliance Consultants “ACC”                                            Dubai,
Sales Director
· Developing strategy, tactics and sales plans.

· Delivering sales by developing relationships with all clients.

· Identifying and reporting on business opportunities in target markets.
· Increasing market share in existing markets and maximising new business development opportunities.

· Achieving targets for revenue, profitability and sales growth.
· Providing direction to the sales department.

· Planning, Organizing and preparing all the company's events, seminars, conferences and Exhibitions.

· Driving new business opportunities to the Company in the areas of Corporate Governance, Compliance, Risk Management, Financial Crimes including Fraud, Anti-Money Laundering, Counter Terrorism Financing and Corruption.
· Maintaining open link with all customers and attending to their requests and needs

· Providing timely feedback to senior management regarding performance.
	UAE



	Sept. 2007 – Dec. 2009    


	Burgan Travel &Tourism Co. 

Account Manager
· Handled calculating the BSP Billing.

· Handled the credits and collect the cash from suppliers.

· Dealt with all kind of statements.

· Assisted with all month-end, quarter-end and year-end closing activity including all adjusting journal entries. 

· Compiled and analyze financial information to prepare entries to accounts, such as general ledger accounts, and document business transactions.

· Assisted with all month-end, quarter-end and year-end closing activity including all adjusting journal entries. 

· Followed up with Company's sales and check the debits, expenses and cash receipts

· Arranged the Dailey sales.

· Checked weekly with the bank for Company's account.

· Reconciled the monthly bank statements. 

· Arranged the salaries of the employees.

· Set the rules for the staff and memos to make sure they work is carried out as required and under good control.

	UK
Kuwait
UK




	Aug 2006 – July 2007
	RIM Co. 

HR Coordinator
· Planned and organized Employee Hiring Operation.

· Wrote, implemented and trained all staff on the company’s policies & procedures.
· Read & analyzed incoming memos, submissions, & reports to determine their significance & planed their distribution.

· Prepared and handled the monthly salaries, followed up with banks and resolved any problems arising.

· Participated in solving cases that require assistance or escalation.

· Coordinated with other departments to accelerate the flow of work 

· Helped the accounts department by Handling the petty cash of the company and made management daily reports (daily sales/profit& loss statement).

· Prepared agendas & made arrangements for all kind of meetings & trainings.

· Performed general office duties such as ordering supplies, maintaining records management systems, & performing basic bookkeeping work.

· Filed and retrieved corporate documents, records& reports.

· Made travel arrangements for Executives including bookings, travel allowance expense claims and prepare detailed itineraries.

	Kuwait


	Jan. 2006 – Dec. 2006
	Dnata Travel Co. 

Accountant
· Applied for and monitored refunds with airlines, prepared credit notes in financial system after approval of the Same Monthly statement of submission of pending refunds application to the airline.

· Followed up with the passenger and the clients with handling complex issues.

· Assisted management supporting operation staff for info required from time to time and handling queries from corporate. 

· Dealt prompt external / internal customers. 

· Helped HR department in (contracts & documents) Arabic / English translation.
	Kuwait


	Aug. 2003 – Dec. 2005
	KAB Kuwait 

Account Manager
· Made daily recommendations to clients on opportunities in the markets using technical and fundamental analysis. 

· Received rigorous training on trading in futures market, as well as the Hong Kong Stock Exchange. 

· Created custom tailored investment proposals for potential clients.

· Drafted numerous Hong Kong IPO information and marketing packets.

· Dealt with high net-worth individuals on daily basis.

· Brought clients to join the “Dewaniea” at office especially during data release.

· Traded and made deals for clients and advised them with good positions to buy or sell.
	Kuwait


	Oct. 2002 – Jul. 2003
	Research Analyst
· Analysed the market on daily basses.

· Prepared daily market letters, newsletter and provide strategic marketing plans.

· Gave Advice to Market condition

· Knew how to use the information source providers like Reuters, Bloomberg, and E-Signal etc.

· Traded and made deals for clients and advice them with good positions to make buy or sell.

· Prepared daily market letters, newsletter and provide strategic marketing plans.

· Updated, interpreted and presented the latest financial news to our clients continuously.

· Used various methods to analyze different financial markets, answer clients’ inquiries and provide idea in assisting their investment decisions.

· Knew how to use the information source providers like Reuters, Bloomberg, and E-Signal etc.

· Conveyed latest market information to our clients on the services they subscribed

· Informed our clients about our latest financial products, our special offers to clients, IPO, training courses, seminars and other company activities etc.

· Promoted business of KAP Kuwait Group

· Provided assistance to the clients when they are trading at the office
	Kuwait


	Oct. 2JJuly.2002 – Sep.2002
	Customer Service                                                      
· Followed up with all clients by answering questions about prices of rolling future products.

·  Prepared contracts to be ready for client’s Signature.

·  Prepared reports, memos, letters, financial statements & other documents.

· Printed, copied, emailed and faxed the market letters for clients.

· Filed and retrieved corporate documents, records, & reports.

	Kuwai Kuwait

	Oct. MMay.2001– June.2002
	Executive Secretary

· Made finical documents as per the office requirements.

·  Maintained and Filling office documents.

·  Made office documents in words and excel and updating them on regular bases.

·  Followed up with the important clients as per their requirements.

·  Assured smooth work flow of the office.

·  Co-ordinated with the Managements to full fill their task.

·  Assisted the superior on major projects.

·  Made Reports if work demands.

·  Planned and organized tasks given.
	Kuwai Kuwait


	EDUCATION


	November 1999 - July 2003
	BEIRUT UNIVERSITY
Bachelor Degree – Major Accounting 

	September 1995 - June 1999
	Al-Salmiya Secondary school – Kuwait.


	September 1992 - June 1995
	Al-Salmiya Intermediate school – Kuwait.
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