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SHABAN 
E-mail: shaban.175325@2freemail.com 
Date of Birth:
5 July 1984
Languages:
Arabic, English
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Education:
 Bachelor - Computer Information System
CAREER OBJECTIVE:
To achieve organizational excellence through focus on learning, quality, teamwork and creating an entirely new role and agenda that focuses not only on traditional HR activities such as staffing and compensation but on outcome i.e. the results that enrich the organization’s value to customers, investors and employees.


INTRODUCTION
Energetic, Friendly, and loyal. I am optimistic, have a good sense of humor and get on easily with people of all ages. Living independently for the last four years has made me more organized and considerate. It's given me an interest in making things look good and work properly.


PROFESSIONAL EXPERIENCE
* EMIRATES TRANSPORT ESTABLSHMEBT – FEDERAL GOVER NMENT, FEB/2014- Present               DESIGNATION: Executive Secretary  

*SHK. Ali Bin Rashid, 01/ 2010 – 02/2014 
   DESIGNATION: Executive Assistant.
Role:
Maintenance of good employee relationship in the organization.

Providing a comfortable working environment to our employees.

Foster a climate of team building and high productivity.
2008 – 2010
Work in the Al Tayee  Export &Import company-Irbid, as data entry.
2002 – 2008
work and participate in many training session in different communities.

        Administration Skills :

1. Screens and sorts a wide variety of incoming documents such as letters, memoranda, and reports, including opening confidential correspondence and commenting on required action and attention. 
2. -Establishes codes and maintains efficient records/filing systems for all incoming and outgoing correspondences and documents. Ensures the custody of confidential papers and documents of importance to the company’s activities.
3. -Takes dictation and types a variety of technical or non-technical correspondence in English and Arabic, ensuring that discretion is exercised over the dispatch and circulation of items, and over the security of copies or originals.
4. Monitors, regardless of origin, all documents for external distribution which require signature. Proof-reads and edits, where necessary, to ensure acceptability and correctness
5. Carries out office tasks including maintaining a diary and arranging meetings and appointments, preparing schedules and arranging accommodation, transport and other details for overseas visitors, screening and directing other visitors, answering personal telephone enquiries and briefing supervisor on their nature.
6. Makes arrangements for conference room meetings and prepares agendas and attends to take minutes as required. Prepares and distributes notes/minutes of the meetings.
7. Follows all safety, fire, health and environmental policies of the Company at all times.

8. Act as the CEO’s primary point of contact internally and externally & provide direct administrative support to the CEO.
9. Manage office supplies such as stationary needs, business cards and follow up on office equipment repair
10. Plan, coordinate and complete all daily office duties
11. Assist with preparing documents, including Course Completion Certificates, PowerPoint presentations and updating contact and networking lists
12. Coordinate activities and logistics with clients/outside vendors including company/team meetings, events, catering, car service orders, etc.; process invoices for payment

13. the point of contact between the executives and company employees/clients and manage information flow.
Computer skills





MAC  & WINDOWS SYSTEM 


Ability to use Microsoft office programs [Ms Word, Ms Excel, Ms Outlook…] 


Smart Phone Systems 











