	Amira
Email Address:  amira.368231@2freemail.com 



	KEY OBJECTIVE
	Seeking a challenging position with a world class organizationeither in the private or Government sector whereby I get the opportunity to add valueto the organization.


	PERSONAL INFORMATION


	Date of Birth: November 14, 1980
Place of Birth: Egypt

Marital Status: Single


	EDUCATION
	1997 - 2001
Bachelor of Commerce
Ain Shams University, Faculty of Commerce.

Cairo, Egypt.
2001 - 2003

High Diploma on Finance & Investment
Ain Shams University, Faculty of Commerce.

Cairo, Egypt.


	LANGUAGE SKILLS
	· Arabic (Native).

· English (Very Good Command written and spoken).

· French (Fair)


	Training Courses
	· Training Course in Better Egypt Co. ( Tourism Companies )

· Training Course in Better Egypt Co. ( Hotel Administration & Accounting )


	Pre-GraduationTraining
	· Summer Training at NSGB Bank


	WORK EXPERIENCE
	Quality Document Controller (Feb2013 – Jan 2017 )

Ganzouri specialized Hospital

· Issuing and distributing controlled copies ofPolicies & Procedures.

· Checking quality of documents.
· Monitoring processes.
· Organizes and maintains paper copy and electronic files; maintains document templates; tracks document activities/status

·  Producing listings.
· Setting up project filling systems

· Teaming up with other documentation groups

· Auditing.
· Making Statics about internal and external customer satisfaction
Office Manager  (2007 – 2013)

Sand Valley
Responsibilities: 

· Coordinating & managing internal/external special projects & assignments.
· Screen telephone and personal callers.
· Make and record appointments. 
· Operate office equipment.
· File correspondence and other records.
· Draft letters and reports top manager. 
· Receive and process incoming and outgoing emails. 
· Store and retrieve data on computers. 
· Follow up on external affairs.
·  Prepare agendas or programs for meetings. 
· Attend and take minutes of internal meetings only. 
· Time management including calendar arrangement, reminders for events, and sorting of priorities
Office Manager(2005 – 2007)

Orient Office Export - Import GMBH
Responsibilities: 

· Coordinating & managing internal/external special projects & assignments.
· Screen telephone and personal callers.
· Make and record appointments. 
· Operate office equipment.
· File correspondence and other records.
· Draft letters and reports top manager. 
· Receive and process incoming and outgoing emails. 
· Store and retrieve data on computers. 
· Follow up on external affairs.
·  Prepare agendas or programs for meetings. 
· Attend and take minutes of internal meetings only. 
· Time management including calendar arrangement, reminders for events, and sorting of priorities.


	REFERENCES
	References available upon request.


