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Urge&desiretocomeupinlifebyhardwork.Abilitytotakeupchallengingjobswithresponsibility,winpeople’strust&
Faith.Willingtocontributetothegrowthoftheorganizationinthepositionwhichbestsuitsmyqualifications&experience.
SummaryofQualifications:
▪Asolidreputationforupholdinghighethicalstandards.
▪Excellentorganizationalskillsandanabilitytoprioritize,extremelydetailoriented.
▪Managingad-hocadministrativefunctions.
▪Strongverbalandwrittencommunicationskills.
ProfessionalExperience:
.*)from21/1/2011until28/Mar/2012
· Mar/2012–uptodate
Job Title:OracleUser(Warehouse&accountingmodule)
Duties&Responsibilities:
· perform day-to-day store transactions on Oracle ERP ( receiving materials , issuing materials used in the site & transferring materials to other projects )

· -matching transactions with procurement Dep. and Accounting Dep.throught PRs ( purchase requests) & POs ( purchase orders)

· -assign codes to all materials received to the project

· -prepare all required reports about materials used per each month, cost of materials transferred to other projects.

· - compile, verify accuracy and sort information according to priorities to prepare source data for computer entry.

· - review data for deficiencies or errors, correct any incommutability’s if possible and check output.

· - apply data program techniques and procedures.

· - keep information confidential.
· InstallingandupgradingtheOracleserverandapplicationtools.
· Allocatingsystemstorageandplanningfuturestoragerequirementsforthedatabasesystem.
· Creatingprimarydatabasestoragestructuresafterapplicationdevelopershavedesignedanapplication.
· Modifyingthedatabasestructure,asnecessary,frominformationgivenbyapplicationdevelopers.
· Enrollingusersandmaintainingsystemsecurity.
· EnsuringcompliancewithOraclelicenseagreement.
· Controllingandmonitoringuseraccesstothedatabase.
· Monitoringandoptimizingtheperformanceofthedatabase.
· Planningforbackupandrecoveryofdatabaseinformation..
· Maintainingarchiveddataontape.
· Backingupandrestoringthedatabase
· ContactingOracleCorporationfortechnicalsupport.
Duties&Responsibilities:

▪Entering,modifying,anddeletingdata,wherepermitted

▪Generatingreportsfromthedata&monitoringthestorematerialvalueandtransactions.

▪Preparepurchaseordersandsendcopiestosuppliersandtodepartmentsoriginatingrequests.

▪Determineifinventoryquantitiesaresufficientforneeds,orderingmorematerialswhennecessary

▪Respondtocustomerandsupplierinquiriesaboutorderstatus,changes,orcancellations.

▪Performbuyingdutieswhennecessary

▪Contactsuppliersinordertoscheduleorexpeditedeliveriesandtoresolveshortages,missedorlatedeliveries, andotherproblems.

▪Reviewrequisitionordersinordertoverifyaccuracy,terminology,andspecifications
Education:                                                                                                                           Month/Year
▪BachelorofEnglishCommerce(AccountingDepartment) June2009

AlexandriaUniversity,Alexandria–Egypt

Grade:Good             

Coursesattended:
▪Internationalcomputerdrivinglicense(ICDLCertificate)
▪CertificateComputerfromAlexUniversity(IT-Microsoftwordprocessing–Microsoftwindows)
▪Advancedexcelcourse
ProfessionalSkills:                                                                                                              Level/Expertise
· PerfectworkingknowledgeofWindowsapplication.                                                                            

· Operatinge-mailsaccountsincludingreceivingandsendingattachments.                                          Excellent

· SurfingtheInternet.                                                                                                                                  Excellent

· Hightypingspeed(English&Arabic).                                                                   V.Good

· Bilingual.Excellent

· Abletoworkinexcellentinterpersonalcommunicationskills.                 Excellent
· Enthusiastic,loyalandhardworking.                                                                                             Excellent

· Capabilitytoworkefficientlywithinagroup.                                                                          Excellent
· Quicklearnerandwillingtolearnnewtopics.                                                                           V.Good
· BelieveinLongTermRelation.                                                                                             Excellent
· English:good(reading–writing–speaking)                                                                    Excellent
· Mothertongue(Arabic)                                                                                                             Excellent
· ExcellentindealingwithMSOfficeandInternetSurfing.                                            V.Good
· Verygoodcommunicationalskills                                                                                    V.Good
· Professionalattitudewithcustomers                                                                             Excellent
· CoordinationandFillingSkills                                                                                     Excellent
Languages:Level/Expertise
· Arabic                                                                                                                                           MotherTongue

· English                                                                                                                                             v. Good 
PersonalInformation:
· Dateofbirth   :  12June1988

· Maritalstatus:Single

· Nationality:Egypt
· Military Status: finished service  
· Visa status :  visit visa   
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