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OBJECTIVE

To pursue a challenging opportunity in an organization that utilizes and builds on my experience, knowledge, and skills to lead me to a better prospects and personal growth.

PROFESSIONAL EXPERIENCE

Currently working for Al Owais and Al Matrooshi legal advocates –Dubai branch as administrative assistant, November 2015 till date:

My current responsibilities are:

Preparing data tables for each case and for each new file with the names of the plaintiffs, litigants, type and subject of the case.

Sending the updates of each case on a daily basis (session by session) to clients via e-mail as well as sending memos, judgments and agreements to the other team members as requested by the counselor.

Follow up with courts representatives regarding judgments and late decisions, through internal phone, or by email to the head of the following-up section, and prepare an inventory for all files that do not have any emails to update, or phone numbers to communicate with the client, and refer to the counselor in-charge of the file to obtain any required information.

Help secretarial division in the drafting of memorandums,

I also worked as a legal delegator in Dubai courts, I have attended cases in many areas including; civil, criminal commercial, and labor cases Register the claims electronically on the Dubai Courts system, Dubai Rental Dispute center system, and follow-up on a daily basis in case of any amendments.

Previous work experiences :

Marathon rent a car - Dubai branch as office manager, from June 2015 till October 2015.

My responsibilities were:

Worked closely with customers to make sure they understood their contracts and rights.

Responsible for inspecting vehicles when upon delivery to clients as well as when returned. Responsible for answering incoming calls and arranging rentals for new clients.

Acted as liaison between front showroom and the maintenance team that cared for the vehicles. Handled customer disputes and tried to maintain customer confidence in the company.

ALMAJD GROUP –RAK FREE ZONE AUTHORITY as office manager/ legal advisor : February 2013 till May 2014

My responsibilities were :

Looking after daily office operations

Preparation and distribution of payroll for company staff

Composing and drafting all correspondence and reports for managers Managing inventory and office purchases

Negotiating pricing with vendors and marketing companies

Respond to telephone inquiries, providing quality service to customers and associates inquiring about the availability of products or status of orders.

Implementing new operational processes and procedures. .

Controlling all associated operational costs according to the prevailing annual budget forecast.

Supporting the planning, development and overall management of project budgets, in collaboration with relevant senior field managers and HQ staff.

Looking after the company legal affairs and legal representation

Completed 1 year of my post-graduate training at Mohammad Diab lawyer office in Damascus from November 2011 till December 2012:

Handled various legal documentation assignments such as contracts, closings, appeals and other legal forms. And attended court hearings

EDUCATION/TRAINING

Bachelor degree in law (Damascus university 2011)

Attended and passed (a1 a2 – b1 b2) levels of English language at British council Damascus

Attended and passed temel 1-4, orta 1-4 levels of Turkish language at Tomer institute- Istanbul 2014

Certificate of business administration (infonet institute- Dubai) 2015 Certificate of MS-office (Newhorizon institute- Dubai) 2015

SKILLS

Excellent communication skills, self-motivation and direction, positive and active attitude towards goals.

Ability to prioritize projects, teamwork, critical thinking and planning and always looking for potent opportunities.

Good understanding of cultural diversity to ensure building the widest customer and prospect list; the ability to work under pressure with an endless ambition to achieve targets and goals.

Ability to learn quickly and work under minimum supervision

PERSONAL INFORMATION

Place & Date of Birth: Damascus , 1989.

Nationality: syrian

Marital Status: Single.

Languages: Fluent Arabic, English & turkish Emirates Driving License. (in progress)

VISA STATUS

Currently holding a UAE residence visa from Al Owais andAlmatrooshi legal advocates

HOBBIES AND INTERESTS

Swimming

Gym & outdoor activities

