[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!



HAYA 

CAREER OBJECTIVE:
Highly experienced Personnel with a comprehensive and strategic understanding of Health and Business organizational change. Able to devise and implement coherent Secretarial level strategies whilst improving internal processes and procedures within a demanding environment, project deadlines and budgets.
ACADEMIC QUALIFICATION    

· BA - ENGLISH LITERATURE. (1995-1999 )
ADDITIONAL QUALIFICATION

· ENGLISH COURSES, BRITISH COUNCIL/AMMAN (1ST AUGUST-DEC. 1998)
· TRANSLATION COURSE, AMMAN, JORDAN    1st August-Dec. 1998
· COMPUTER COURSES MOUTA- CENTER AMMAN, JORDAN    June 1999-Sep. 1999
· ICDL COURSE.     6th June 2005
· ENGLISH COURSES, BRITISH COUNCIL/AMMAN (1ST AUGUST-DEC. 1998)
· TRANSLATION COURSE, AMMAN, JORDAN    1st August-Dec. 1998
· COMPUTER COURSES MOUTA- CENTER AMMAN, JORDAN    June 1999-Sep. 1999
· ICDL COURSE.     6th June 2005
· EFFECTIVE OFFICE MANAGEMENT & ADMIN SKILLS          1st June 2010

· MODERN OFFICE MANAGEMENT SKILLS                                 4th Oct. 2011

· THE POWER OF POSITIVE ATTITUDE                                       9th Oct. 2013

· TIME & STRESS MANAGEMENT                                                  1st April 2014

EXPERIENCE   




           
· OFFICE ADMINISTRATOR/SECRETARY ( 29 -Sep 2009 - Present)

Duties and responsibilities
· Working as admin. Assistant, Licensing coordinator for HAAD Professional Licensure.
· Processing  Birth Notification for new born and  issuing  the Birth certificate after the HAAD approval

· Member in JCI Group ( Joint Commission International) to meet all requirement (preparing  Staff Certificate and Qualification as per JCI standards)

· Provides assistance and coverage for the transcription and release of  information  of secretarial services when required.

· Arrangements for the VIP meeting and hotel  reservation.

· Taking the  dictation in shorthand or by machine and transcribing  notes.

· Processing the  security pass applications and the issuance
· Arraanging  medical conferences.
· Coordinator for the follow Work as licensing coordinator, responsible to renew the profissional medical License for the staff and follow up all status  with Health Authority Abu Dhabi –HAAD regarding  the license 

· Receive all circular from HAAD and coordinate with each department

· To deal with any disaster my responsibilities as Media member - coordinate internal and pass the message after management approval.

·  
1 – Entry point staff_ Training Development Committee

2- Social Activities committee

3- Ruwais Preparedness group – RPG
4- Training coordinator for the medical staff and administration staff.

· Receive all circular from HAAD and coordinate with each department

To deal with any disaster my responsibilities as Media member - coordinate internal and pass the message after management approval.
· OFFICE ADMINISTRATOR (Sep 2006 - Aug 2009)

SABIS UAE (Chouiefat) Abu Dhabi – Ghayathi

· Deal with parents: explain the school system; show its advantages, answering the parents' questions, discuss teaching methods....etc.

· Counseling the students who have conflict with teachers and/or supervisors.

· Organizing all SABIS exams under top security.

· Checking that all the administrative employees are present on time and doing their job efficiently. 

· Controlling all the events organized by the school

· Responsible for all the letters requested by and issued to the staff.

· Ensure that all the circulars are sent to teachers and parents on time

· Compile all suggested orders for school furniture, books, stationary, lab equipment, science kits, art...etc.

· Arrange administrative staff leaves

· Hold the student's record books and the staff's files.
· Coordinate for the new staff accommodation and Orientation in the city.
· ENGLISH TEACHER (MINISTRY OF EDUCATION-UAE) (Oct 2003 – Jun 2006)

· Bai'at AL Rudwan Primary School (2003-2005)

· AL Rehab Preparatory School (2005 – 2006)

· SECREATARY – NADIA INSTITUTE TRAINING 9 (Feb 2003 – Oct 2003) 
· Filling 

· Attending Telephone calls

· Translation 

· Teaching Typing Arabic/English 

· Teaching secretarial  & computer skills

· Preparing certificate for Education Ministry

· ENGLISH TEACHER (Al Ma`arefa Private School-Ghayathi-Abu Dhabi) ( Sep 2002 – Nov 2002)
· ENGLISH TEACHER (ADNOC Private School-Ruwais/Abu Dhabi) ( Feb 2003 – Mar 2003)

· SECRETARY ( May 2002 – Sep 2002)

· TEACHER OF COMPUTER IN WOMAN SOCIETY/ABU DHABI ( Sep 2000 – 2001)
· TEACHER OF COMPUTER IN WOMAN SOCIETY/ABU DHABI (Sep 2000 – 2001)
· SECRETARY (HAMAD ENGINEERING & CONSULTING CO.AMMAN, JORDAN) ( May 1999 – June 1999)
PERSONAL DETAILS.  
	Date of Birth                                                                 :                26th August 1977               

LANGUAGES KNOWN


 : 

· READ



 :              English, Arabic

· WRITE



 :              English, Arabic

· SPEAK



 :              English, Arabic
NATIONALITY



 :              Jordanian


      Declaration                                                           
                                                      
I hereby declare that the statements and information furnished above are correct to best of my knowledge. I assure you that I shall discharge my duties with obedience to the complete satisfaction of my superiors and my institute.
HAYA
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