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Human Resources 

Executive Secretary (PA)
Office Manager
E-mail : arwa.172167@2freemail.com  
Personal Information

· Marital status:
 Married
· Nationality    : 
Jordanian 
· Date of birth :   
31 October  1979 , Jordan
· Visa status
 :
On husband’s visa

· Languages    :
Arabic (mother tongue), English (Good command)
Academic Qualification

· Human Resources Management Diploma - New London College–(2014)
· Business Management Diploma –( Sudan , 2000- 2002 )
· Advanced Secretarial Certificate – Y.W.C.A ( Jordan , 1997- 1998 )

Objective
· I am seeking a competitive position in a well-established firm that promotes professional growth and success.

· I can perform at a high standard in the fields of Human Resources, Tourism, Marketing, Customer Service or Business Development.
· I have 14 years’ experience with excellent communication and interpersonal skills, strong organizational skills, and excellent knowledge of all MS Office packages. 
Positions Held
· 11 May 2015 – Now  

Meran Training Company part of (Dubai Civil Defence Academy)  
Dubai – U.A.E. 

Position: Office Manager.

Main responsibilities: 
· Provides   supplies   by   identifying   needs   for   reception,   switchboard, mailroom, establishing policies, procedures and work schedules.

· Provides   communication   systems   by   identifying   needs;   evaluating   options; maintaining equipment; approving invoices.

· Purchases printed materials and forms by obtaining requirements; negotiating price, quality, and delivery; approving invoices.

· Completes   special   projects   by   organizing   and   coordinating   information   and requirements; planning, arranging, and meeting schedules; monitoring results.

· Provides historical reference by developing and utilizing filing and retrieval systems.

· Achieves financial objectives by anticipating requirements; submitting information for budget preparation; scheduling expenditures; monitoring costs; analyzing variances.

· Maintains continuity among corporate, division, and local work teams by documenting and communicating actions, irregularities, and continuing needs.

· Maintains professional and technical knowledge by attending educational workshops; benchmarking   professional   standards;   reviewing   professional   publications; establishing personal networks.

· Contributes to team effort by accomplishing related results as needed.

· Prepare papers for meetings and deal with any follow up organize  travel,   hotel and medical  arrangements process expense claims to maintain and update client and other relevant contact details on database.

· 26 January 2015 – 10 May 2015  
Mideast Ship Management Limited (MSML) 
Dubai – U.A.E. 

Position: Travel Mobility Officer, HR & Admin.
Main responsibilities: 

	· Liaise with the business to understand travel requirements, identify possible solutions including costs, and helps select the best option in order to meet employee travel needs and requirements in a cost effective and timely manner.
· Handle any queries or concerns related to travel arrangements, deal with suppliers and employees to expedite the resolution of issues and, in so doing, ensure that travel requirements are effectively managed.
·  Maintain relationships with suppliers and monitor market prices in order to be able to provide accurate cost estimates, as required.
·  Follow all relevant departmental policies, processes, standard operating procedures and instructions so that work is carried out in a controlled and consistent manner.
· Maintain records for all travel related items to ensure activities are logged accurately, that a historical reference can be provided and documentation is readily available for audit.



· July 2008 –25 January 2015
Vela International Marine LTD (Saudi Aramco) 

Dubai, U.A.E. 

Position: Human Resources Assistant

Main responsibilities: 
· Employee Benefits, HR Policy & Procedure.
· Organizing travel arrangements including visas, medical examinations, flight tickets, Meet and assist services, hotel bookings and airport transfers for all oil rig crew as well as the corporate staff in Dubai, Egypt, UK.

· Preparing Employment Contracts for the new crew/employees.

· Preparing the Termination letters, NOCs, Memos and Acceptance letters.

· Schedule training programs for all the Saudi Marine Officers held at college in UK and Egypt. 
· Purchasing tickets for all in-house personnel proceeding on international vacation.

· Coordinating with the Accounts Department on payments to vendors.

· Preparing monthly and weekly Reports on Recruitment & Selection, Payroll Processing, Compensation.

· Social insurance for all GCC including payments and registration and all correspondence with the Government of other GCC countries. 
· June 2002 - March 2005 :

Aqaba Special Economic Zone Authority ( Government) 
Aqaba - Jordan
Position: Executive Secretary (PA) for Commissioner of Environment & Health.
Main responsibilities: 

· Keep the manager’s diary, arrange his appointments and engagements, assist him in planning his day to ensure the most effective use of his time.
· Meet and assist all visitors attending meetings.
· Handle telephone calls and transmit messages by fax.

· Organize conferences and special events, as requires. 
· Ensure that all correspondence and enquiries have been processed and action where necessary and that all records are filed accurately for speedy retrieval. 

· Administer an effective follow-up & filling system.
· Receive and prepare incoming mail and, at the end of the day, deal with the manager’s outgoing mail.
· From  February  2001  to June 2002:

Company: Sun Tours Travel & Tourism
Aqaba – Jordan
Position: Executive Secretary (PA)
Main responsibilities: 

· Make the Manager’s travel arrangements & reservations.

· Organize travel packages for clients inside Jordan & Egypt.

· Organize group events as requires. 
· Meet and assist tourist groups at the airport and process their entrance in the customs boarder. 

· Arrange hotel and travel reservations for guests & tourists.

· Issue travel Tickets by ferry boat and airplane also book transportations internal & external.  

· Arrange financial statement every week for each currency. 
· Correspondences with Hotels, Airlines, restaurants, SPA & Resorts, Ministry of Tourism, travel agencies, transportation companies.
· From September  1998 to  June 2000:

Company: Confidence Maritime Agencies (CMA CGM) 
Aqaba - Jordan

Position: Executive Secretary (PA)
Main responsibilities: 

· Keep the manager’s Agenda

· Customers services & receive visitors.

· Handle telephone calls and transmit messages by fax.

· Organize the manager’s office.

· Data entry for container movements. 
· Ensure that all correspondence and enquiries have been processed and action where necessary and that all records are filed accurately for speedy retrieval. 

· Administer an effective follow-up system.
· Receive and prepare incoming mail and, at the end of the day, deal with the manager’s outgoing mail.
PROFESSIONAL Qualifications

1. MS Word, Excel, PowerPoint, Outlook, Internet Explorer& ICDL (2003)
2. Developing Positive people Skills (May.2009).
3. Advance secretarial course & Office Management (November,2009).
4. Fundamentals of Business writing (June.2010).
5. Member in Toastmasters Club and completed the first level CC (Competent Communicator) with 10th public speech (April, 2011).
6. 7 certificates for being best speaker in Vela Toastmasters Club (2009)
7. Committee member in Vela Activities Group (2009-2010).
8. Human Resources Skills I & II course certificate (July.2011).
9. Current Trends in Labor and Employment Law in the UAE (Dec,2011).
10.  Advanced Selection, Interviewing & Recruitment Skills (Sep, 2012).
11.  Certified Training Coordinator (December, 2012).
12.  Toastmasters Competent Leadership (Sep,2013).
13.  Talent development program (January, 2013).
14.  Toastmasters Public Relation Officer (June,2014).
15.  Toastmasters Advanced leader Bronze (Sep, 2014).
Arwa 
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