
[image: image1.emf]            PERSONAL SUMMARY   Competent & confident, and well personable, with proven management skills & excellent organizational skills ,  able to manage and manipulate large volumes of databases.  & Knowledge of using a range of office software,   A quick lea rner with good administrative & HR supervising background     Able to establish good working relationships  .    Currently , Keen to find a challenging a suitable position with a reputable and successful and ambitious  company that offers stability &  opportuni ties for career development             CAREER HISTORY     OFFICE    &  HR    ADMINISTRATOR   -   AL SHAFAR GROUP :   – DUBAI -     04/2014  - 04/ 2015        Managing   a   team   of up to 100 staff members and   Foll owing the progress of work and c areful to  discipline workers at sites      Follow - up p rojects with the client and the consultant and Dubai Municipality      Contribute to the development of security and safety within the sites through the preparation of   trainings      Coordinating    between the accounting department  & procurement department and  Boa rd members       Producing documents, reports and  open new files for new projects      Treatment and study the possibility of accepting Tenders from Consultants with Board members to  respond to customers      Updating databases with confidential and relevant information.      Maintaining & developing the office filing systems both on paper and computer to ensuring that any  concerns or complaints are dealt with appropriately.       Organising and maintaining di aries and making appointments & s taff administration including holiday  an d sickness tracking. Assisting with the preparation of the monthly management accounts.       Monitoring of staff timesheets time in lieu and holidays. Organising meetings and ensuring senior  managers are well prepared for them.      Involved with recruitment; deali ng with ad responses, sourcing potential candidates and arranging        Ordering and maintaining relevant office supplies.       Meeting and greeting potential clients.      Managing payroll and other tasks relating to staff wages.      Helping  marketing section to get  ten ders for new projects        

    PERSONAL DETAILS     SONIA    DUBAI   – UAE   E   :  Sonia . 242638@2freemail.com       Dob  : 29 - 07 - 82   Nationality: Algerian           



MEDICAL SECRETARY CUM ACCOUNTANT  - DR. ROZE & ASSOCIATES DENTAL CLINIC
 –DUBAI-  10/2012 – 02/2014  
· Assisting in the recruitment of new staff, including training and induction.

· Schedule and confirm patient appointments, surgeries and medical consultations & entering urgent / routine referrals on patient records. 

· Answering the telephone and dealing with queries from patients and hospitals etc.

· Distributing incoming and outgoing post and information to relevant parties and dealing with enquiries from patients of all backgrounds face to face.

· Typing of referral and other letters via digital or written dictation & receive and route messages and documents such as laboratory results to appropriate staff.

· Interview patients in ordre to complete documents,  and forms such as intake and insurance forms and arrange hospital admissions for patients and Managing the surgery filing systems.

· Perform various clerical and administrative functions &Preparing and sending financial statements and bills, and keeping financial and medical records and recording office expenditure and managing the budget.

    HR MANAGER ASSISTANT   -  SAIPEM  PETROLEUM  CONTRACTING 

           –ALGERIA-06/2009-09/2012
· Managing work permits and residences & follow expatriates employees in standby case and booking annual ticket and providing advice to staff and managers about taxation and national Insurance.

· Developing HR practices and processes tú ensure consistency and maintaining the HR records and systems and managing confidential employee paperwork and ensuring all HR administrative records are updated and maintained.
· Screening phone calls, emails, letters and personal visits and handle employee complaints & tactfully resolving disputes.

· Arranging the payment of staff salaries through the computerized payroll system and ensuring all permanent & temporary staff are paid on time. 
· Maintaining accurate records of sick/maternity/parental leave In addition to completion and submission of payroll year end & overseeing compensation & benefits salary.
· Placing job adverts with newspapers & online job boards & The first point of contact for anyone enquiring about a vacancy.
· Maintain resumes and job applications & ensuring that only the best candidates with the right qualifications, skills and experience are employed. Drafting offers of employment and promotion.
· Writing informative job descriptions and developing reports on staff sick leave, absences and holiday leave.
· Providing training & support to new employees and answering queries from staff or external bodies promptly.

TEACHER  -  ITALIAN & FRENCH  LANGUAGE - Santo Augustin - Secondry School

09/2007-07/2009 - Intensive Courses  
· Teaching Italian & French language separately, 4 classes in one day for each language 

· Helping students to define and identify different types of verbs. and helping them to improve their conversational Italian and French . 

· Tailoring languages teaching methods to suit the needs of individual students. 

· Planning, preparing and delivering lessons in Linguistic /Phonetics - Oral- Writing & Civilization - Translation

· Recording and monitoring a students attendance  in addition to marking work and giving appropriate feedback to them and managing their behaviour in the classroom and on school. 

· Preparing pupils for external examinations and administrating examinations as well the correction process and preparing coursework for students

· Keeping parents and carers updated about their child's progress.


SALES EXECUTIVE - AL AWRASSE  TRADING
01/2004 -01/20007

· Interacting with guests regularly to gain feedback on quality & service effectiveness and challenging any objections with a view to getting the customer to buy.
· Approaching potential customers in person and via telephone calls and emails; with the aim of winning new business, as well as maintaining good relationships with clients include businesses,  organisations and individuals, both in the Algeria  and abroad. and Providing excellent customer services.
· Helping the manager to  account  budgets, expenditure forecasts, and  accounts and generating sales on a daily basis and making repeat sales to the existing customers and Identifying and monitoring the performance of competitors in the market place. 

· Selling company product and achieving a targets in the suitable time and negotiating on price, costs, delivery and specifications with buyers and managers and acting as a contact between a company and its existing and potential markets and gathering market and customer information

· Representing the company at trade exhibitions, events and demonstrations and advising on forthcoming product developments and discussing special promotions and creating detailed proposal documents.
· Checking the quantities of goods on display and in store and recording sales and order information and sending copies to the sales office, and  entering figures into a computer system.
· Prepares reports by collecting, analyzing, and summarizing information and attending educational workshops and team meeting and sharing best practice with colleagues and review  sales performance 

ACADEMIC QUALIFICATIONS
   2004-2008 : BA - "Badji Mokhtar"  University - Italian Language
   2001-2003 : Second-year university - Maths
   2000-2001 : First science baccalaurèat high school 'boughdiri'
   2003-2004 : Second science baccalaurèat 
   2008-2009:  Computer certificate -  Eurika Institute 
   2011-2012:  Certificate fashion designer - Apprenticeship National Institute 

LANGUAGES
ARABIC          FRENCH       ITALIAN         ENGLISH     TAMAZIGHET
COMPUTER SKILLS
Proficient with Microsoft Word, Excel,  and Power Point and Other programs have learned from my companies. I'm very comfortable using these programs
TRAININGS
-Work with  high equipment heat & Electricity site-evacuation & Sales Courses 

SKILLS
Resolving Problems  Team Player , Customer Service skills , Self-Confidence, Presentation Skills, Client Relationships, Documentation Skills, Office Experience Communication.
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PERSONAL SUMMARY

Competent & confident, and well personable, with proven management skills & excellent organizational skills , able to manage and manipulate large volumes of databases.  & Knowledge of using a range of office software,


A quick learner with good administrative & HR supervising background  


Able to establish good working relationships  . 


Currently , Keen to find a challenging a suitable position with a reputable and successful and ambitious company that offers stability &  opportunities for career development



CAREER HISTORY

OFFICE  & HR  ADMINISTRATOR - AL SHAFAR GROUP:

–DUBAI-  04/2014 -04/2015

· Managing a team of up to 100 staff members and Following the progress of work and careful to discipline workers at sites


· Follow-up projects with the client and the consultant and Dubai Municipality


· Contribute to the development of security and safety within the sites through the preparation of  trainings


· Coordinating  between the accounting department  & procurement department and  Board members 

· Producing documents, reports and open new files for new projects

· Treatment and study the possibility of accepting Tenders from Consultants with Board members to respond to customers


· Updating databases with confidential and relevant information.


· Maintaining & developing the office filing systems both on paper and computer to ensuring that any concerns or complaints are dealt with appropriately. 


· Organising and maintaining diaries and making appointments & staff administration including holiday and sickness tracking. Assisting with the preparation of the monthly management accounts. 


· Monitoring of staff timesheets time in lieu and holidays. Organising meetings and ensuring senior managers are well prepared for them.


· Involved with recruitment; dealing with ad responses, sourcing potential candidates and arranging  


· Ordering and maintaining relevant office supplies. 


· Meeting and greeting potential clients.


· Managing payroll and other tasks relating to staff wages.


· Helping  marketing section to get  tenders for new projects



MEDICAL SECRETARY CUM ACCOUNTANT  - DR. ROZE & ASSOCIATES DENTAL CLINIC

 –DUBAI-  10/2012 – 02/2014  

· Assisting in the recruitment of new staff, including training and induction.


· Schedule and confirm patient appointments, surgeries and medical consultations & entering urgent / routine referrals on patient records. 


· Answering the telephone and dealing with queries from patients and hospitals etc.


· Distributing incoming and outgoing post and information to relevant parties and dealing with enquiries from patients of all backgrounds face to face.


· Typing of referral and other letters via digital or written dictation & receive and route messages and documents such as laboratory results to appropriate staff.


· Interview patients in order to complete documents,  and forms such as intake and insurance forms and arrange hospital admissions for patients and Managing the surgery filing systems.


· Perform various clerical and administrative functions &Preparing and sending financial statements and bills, and keeping financial and medical records and recording office expenditure and managing the budget.



    HR MANAGER ASSISTANT   -  SAIPEM  PETROLEUM  CONTRACTING 


           –ALGERIA-06/2009-09/2012

· Managing work permits and residences & follow expatriates employees in standby case and booking annual ticket and providing advice to staff and managers about taxation and national Insurance.


· Developing HR practices and processes to ensure consistency and maintaining the HR records and systems and managing confidential employee paperwork and ensuring all HR administrative records are updated and maintained.

· Screening phone calls, emails, letters and personal visits and handle employee complaints & tactfully resolving disputes.


· Arranging the payment of staff salaries through the computerized payroll system and ensuring all permanent & temporary staff are paid on time. 

· Maintaining accurate records of sick/maternity/parental leave In addition to completion and submission of payroll year end & overseeing compensation & benefits salary.

· Placing job adverts with newspapers & online job boards & The first point of contact for anyone enquiring about a vacancy.

· Maintain resumes and job applications & ensuring that only the best candidates with the right qualifications, skills and experience are employed. Drafting offers of employment and promotion.

· Writing informative job descriptions and developing reports on staff sick leave, absences and holiday leave.

· Providing training & support to new employees and answering queries from staff or external bodies promptly.



TEACHER  -  ITALIAN & FRENCH  LANGUAGE - Santo Augustin - Secondry School


09/2007-07/2009 - Intensive Courses  

· Teaching Italian & French language separately, 4 classes in one day for each language 


· Helping students to define and identify different types of verbs. and helping them to improve their conversational Italian and French . 


· Tailoring languages teaching methods to suit the needs of individual students. 


· Planning, preparing and delivering lessons in Linguistic /Phonetics - Oral- Writing & Civilization - Translation


· Recording and monitoring a students attendance  in addition to marking work and giving appropriate feedback to them and managing their behaviour in the classroom and on school. 


· Preparing pupils for external examinations and administrating examinations as well the correction process and preparing coursework for students


· Keeping parents and carers updated about their child's progress.



SALES EXECUTIVE - AL AWRASSE  TRADING

01/2004 -01/2007


· Interacting with guests regularly to gain feedback on quality & service effectiveness and challenging any objections with a view to getting the customer to buy.

· Approaching potential customers in person and via telephone calls and emails; with the aim of winning new business, as well as maintaining good relationships with clients include businesses,  organisations and individuals, both in the Algeria  and abroad. and Providing excellent customer services.

· Helping the manager to  account  budgets, expenditure forecasts, and  accounts and generating sales on a daily basis and making repeat sales to the existing customers and Identifying and monitoring the performance of competitors in the market place. 


· Selling company product and achieving a targets in the suitable time and negotiating on price, costs, delivery and specifications with buyers and managers and acting as a contact between a company and its existing and potential markets and gathering market and customer information


· Representing the company at trade exhibitions, events and demonstrations and advising on forthcoming product developments and discussing special promotions and creating detailed proposal documents.

· Checking the quantities of goods on display and in store and recording sales and order information and sending copies to the sales office, and  entering figures into a computer system.

· Prepares reports by collecting, analyzing, and summarizing information and attending educational workshops and team meeting and sharing best practice with colleagues and review  sales performance 



ACADEMIC QUALIFICATIONS

   2004-2008 : BA - "Badji Mokhtar"  University - Italian Language

   2001-2003 : Second-year university - Maths

   2000-2001 : First science baccalaurèat high school 'boughdiri'

   2003-2004 : Second science baccalaurèat 

   2008-2009:  Computer certificate -  Eurika Institute 

   2011-2012:  Certificate fashion designer - Apprenticeship National Institute 



LANGUAGES

ARABIC          FRENCH       ITALIAN         ENGLISH     TAMAZIGHET

COMPUTER SKILLS

Proficient with Microsoft Word, Excel,  and Power Point and Other programs have learned from my companies. I'm very comfortable using these programs

TRAININGS

-Work with  high equipment heat & Electricity site-evacuation & Sales Courses 


SKILLS

Resolving Problems  Team Player , Customer Service skills , Self-Confidence, Presentation Skills, Client Relationships, Documentation Skills, Office Experience Communication.
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Dob : 29-07-82



Nationality: Algerian 



 
























