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Amina 
Dubai, UAE 
ON HUSBANDS VISA/ UAE Driving license holder  

Contact No: C/o 971504973598
E-mail: amina.217075@2freemail.com 
Skills and Qualifications:

Personal:

- A supportive team member 

- A multitasking, target oriented character that can efficiently prioritize duties 

- Capable to assume responsibility and lead when needed 

- Great ability to perform and act professionally under job pressure

Computer and Software:

- Advanced user of Microsoft Windows 

- Advanced user of Microsoft Office 

Language:

- Arabic - mother tongue 

- English - fluent conversational reading and writing 

Professional Experience:

November 2015 till June 2016 

Internal Risk Assessment Analyst

Emirates Islamic Bank

Job Responsibilities:

Primary function is performing loan reviews of multi-family, commercial real estate and construction loans, 

including documenting such reviews, to assess credit/loan quality and credit administration. Review loan 

underwriting or credit administration practices as assigned. 

ESSENTIAL FUNCTIONS 

Analyze borrower and guarantor financial statements to determine creditworthiness. Prepare detailed credit

analysis reviews of multi-family, commercial real estate and construction loans. Recommend loan 

classification based on credit analysis. Communicate effectively both verbally and in writing with senior 

management, loan officers and other internal departments. Prepare spreadsheet based reports regularly 

detailing results of analyses. 

1. Performs regular loan portfolio reviews based on risk and/or size of all credit types (commercial, consumer, 

residential, equipment, Small Business Administration, mortgage, HELOC, participations, etc.) that cover the 

following areas: 

-Asset Quality – Ensure that acceptable credit standards are maintained (confirms lien perfection, repayment 

capacity, collateral, etc.). 

-Documentation – Ensuring that loans conform to established bank lending policies and procedures and that required 

documents have been obtained and are thorough and accurate. 

-Compliance – Ensuring conformance to relevant state and federal laws and regulations. 

2. Data entry and follow up with the Municipality system and the ADDC system 

3. Ensures the creditworthiness of the loan portfolio, looking for changes that merit a review of lending practices

and/or adverse asset classification. 

4. Reviews bank processes (loan approvals, policy exemption reporting, supervisory loan to value limits, underwriting, 

covenants, internal controls, concentration reporting, ALLL methodology, etc.) 

5. Verifies quality, completeness and accuracy of supporting loan documentation and analysis

6. Reviews loan policy for adequacy 

-Validates that applicable laws and regulations are addressed by policy 

-Ensures that actual procedures/processes uphold the written policy 

June 2015

Secretary and Manager Assistant

Global creativity engineering and consultations office

Job Responsibilities:

1. Assisting manager in detailed decisions related to (projects, handling proposals, choosing candidates, office

work) 

2. Data entry and follow up with the Municipality system and the ADDC system

3. Organized and attended meetings, including compiling all documents and reports ahead of time 

4. Handling all financial office work (bills, petty cash, expenses) 

5. Arranging appointments and meetings with the manager 

6. Filed paperwork and organized computer-based information

7. Propose improvement initiatives where necessary and ensure the follow-up 

8. Responsible of answering phone calls and e-mails 

2011

Secretary and Personal Assistant

Alex Carbon Black co. - Alexandria Egypt

Job Responsibilities:

1. Preparing presentations for various departments such as (HR, Marketing, Financial, medical, production) 

2. Assist in preparing financial reports

3. Organized and attended meetings, including compiling all documents and reports ahead of time 

4. Arrange domestic and international travel plans and itineraries, including flight, car service and restaurant 

reservations and coordinated events 

5. Maintained appropriate filling of personal and professional documentation

6. Organized computer-based information 

7. Analyze Quality and HSE trends for the location on a regular basis 

8. Answered a high volume of phone calls and email inquiries 

2009

English teacher KG Section

Alexandria language school. - Alexandria Egypt

Job Responsibilities:

1. Successfully improved student participation in the classroom through integration of creative role- 

playing exercises and other activities 

2. Implemented reading and writing workshops, and support school reading programs

2007

VIP transportation and car rental

Honolulu Hawaii, USA

Job Responsibilities:

1. Entering, auditing and finalizing bookings 

2. Handling reservation calls

3. Assisting customers with bookings and form rental contracts 

4. Auditing and processing of daily billing 

5. Entry of invoices to QuickBooks accounting system

6. Collection of account receivables 

Developments and Certificates:

Accredited International Human Recourses

Specialist

Teaching English as a Foreign Language

(TEFL)

Proven roads to teaching young learners MI

& TPR
Education:


Bachelor of Commerce


Grade Average 


Diploma of Teaching 


Kindergarten


High School





Accounting Department 


May 2009


Beirut Arab University - English Section, 


Good 


Rehabilitation and development of kindergarten teacher 


2010 


Faculty of education, Alexandria University, Egypt 


Sidigaber Language School - Alexandria, Egypt





- Licensed Jan - 2014


- Advanced Certificate, Notting Hill College July- 2011, 


- Workshop, Notting Hill College December - 2010





Educational certificate, Faculty of Education, - Rehabilitation & Developing Kindergarten Teacher 


Alexandria University





Cost Accounting Course


ICDL


Internships:





- Arab Academy for science and technology and maritime 


transport 


- International Computer Driving License 





Customer service and teller training


National society general bank - Alexandria Egypt


• Assessed clients' financial situations to develop strategically planning solutions 


• Prepare loan contracts 


Personal Information:





Date of Birth 


Nationality 


Marital Status


Contact Info





25th of December, 1988 


Egyptian 


Single 





E-mail: 
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