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	Najla

Najla.4271@2freemail.com  
Executive PA / Office Administrator / Executive Secretary

	


	Profile
	Qualified and experienced Executive PA / Office Administrator with 18 years of executive level experience. Expertise in office management, providing secretarial support, handling complete administration independently, human resource functions, events management and supporting Senior Managers. An independent worker with excellent business coordination, self-correspondence (English & Arabic) and management skills with capability to work under pressure and effectively prioritise job responsibilities.

	Personality
	A dedicated team player, who can bring to your business: additional professionalism, passion, productive ideas, enthusiasm and out of the box thinking packed with practical work experience. 


	Career Progression
	


	Info. Officer In-charge / Senior PA of  Director, Economic Studies & Information Dept
	May. 07 -Apr.2013 

	Abu Dhabi Chamber of Commerce - ADCCI, Abu Dhabi, UAE

· Assist and arrange all arrangements for the Time table of Director Meetings and Interviews.

· Deal & Follow up the Centre Publication Designs & Printing with the concern Dept.

· Update & Create of all Centre Administration Document such forms, plans,…

· Update a full archive for all Centre Publication and Booklet.

· Maintain appointments-meetings logs, social events calendar on a timely manner advising them of any possible conflicts in scheduling.
· Handle the statistic report of Centre performance during the year.

· Handling & schedule the Director Meetings, Minutes of meeting and document all the decision as well as circulate to the concerns.

· Deal with Director Visitors and arrange their requirements for the meeting.

· Handling incoming calls for Director

· Typing Letters, Reports, Studies and Memos and several confidential documents in both language (Arabic & English).
· Archive a copy of all Circulars, contracts and agreements.

· Handle & follow up all related issues with other Departments.
· Maintain and Regulate the flow system of all letters. 
· Arrange the Director Site Visits with the concern Departments.


· Customer Services for the Information & Decision Support Centre – ≠ 150 – 200 client monthly. 

Assist and entertain clients with their problems and relay it to Department head
· Update & collect certain economic information and arrange it in Booklet.
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	Executive Secretary of General Manager & Purchase Officer
	Dec 05 –Mar. 07 

	Al Bahya Trading & Services Est., Abu Dhabi, UAE

· Directly reported to Company General Manager.

· Prepare & submit a full package for Tenders (English & Arabic).

· Typing Letters, Memos and several confidential documents.

· Assist and entertain clients with their problems and relay it to Department head.

· Handling confidential documents like Tenders Price, Tender Costing & Financial Statements.
· Make more alternative decisions / actions (Urgent matters) if the management is not available. Responsible in preparation of different forms like sick leave & vacation, etc.
· Handling Purchase Dept. (purchase system, LPO, Quotations, Material Budget Control, etc)

· Arrange the booking for conference and exhibition, arrange Airlines Booking-Reservations.
· Maintain appointments-meetings logs, social events calendar on a timely manner advising them of any possible conflicts in scheduling.
· Prepare Agendas and make arrangements for Board of Director.

· Receiving personal calls, E-mail, Correspondence and Screen them.

· Prepare all personnel related like, appointment paper, clearance, certificate, etc.


	
	

	Executive Secretary of Company Owner & General Manager
	Jul 99- Nov  05 

	Cleanco Trading, Importing & Services Est., Abu Dhabi, UAE

· Directly reported to Company Owner and General Manager.

· Receiving personal calls, E-mail, Correspondence and Screen them.

· Arrange the booking for conference and exhibition, arrange Airlines Booking-Reservations.
· Maintain appointments-meetings logs, social events calendar on a timely manner advising them of any possible conflicts in scheduling.
· Prepare Agendas and make arrangements for Board of Director.

· Prepare & submit a full package for Tenders (English & Arabic).

· Typing Letters, Memos and several confidential documents.

· Assist and entertain clients with their problems and relay it to Department head.

· Handling confidential documents like Tenders Price, Tender Costing & Financial Statements.
· Make more alternative decisions / actions (Urgent matters) if the management is not available. Responsible in preparation of different forms like sick leave & vacation, etc.
· Prepare all personnel related like, appointment paper, clearance, certificate, etc.


	
	

	Executive Secretary of General Manager
	Jun 97-Jul 99

	Al Rashad Art Designs, Abu Dhabi, UAE

· Directly reported to General Manager. Processes all incoming personal correspondence such mail, courier envelops, faxes, e-mails, telephone calls which addressed to the manager distributing this to the appropriate departments. 
· Responsible for typing all documents for the Manager & all other Departments such as Accounts, Graphic Designs and Purchase.

· Responsible in filing all documents and In-charge in distributing of memos.
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	Medical Secretary of General Manager
	Apr 95-May 97

	Ansari Medical Centre, Abu Dhabi, UAE

	Administration In charge
	

	Abu Dhabi Hospital-Laboratory, Abu Dhabi, UAE
	Jul 94-Jan 95

	Al Noor Hospital-Laboratory, Abu Dhabi, UAE
	Oct 93-Dec 93

	· Responsible in Typing Medical Reports for the Patients. 

· In-charge in Petty Cash Voucher for the whole Centre and issuance of Purchase Orders, Sales Invoices, Delivery Receipts & Official Receipts, Ordering of different Items (Office & Medical Materials), receiving and verifying the delivery of Medical Items, etc.

· Communicate with the suppliers regarding the final prices, term of payment.

· Responsible in handling confidential patients Medical Reports, make entries of all Centre records in the Computer – Patients Records, Lab. Results, etc.
· Trained on all different Departments Haematology, Blood Bank, Chemistry, Microbiology, Aids, & Blood Collection.


	Education
	


	Bachelor of Medical Laboratory 
	1989-1993

	Medical University, Yemen 
	


	Courses
	


	S
	Course
	Institute
	Year

	1
	Course on Etiquette and communication skills with others
	ADCCI
	2011

	2
	Course on First Aid course and community safety
	UAE Red Cresent
	2011

	3
	Course on meetings Management and writing minutes
	UAE Academy
	2011

	4
	Course on Creativity and excellence in government writings and correspondence
	UAE Academy
	2011

	5
	Course on " Time Management"
	UAE Academy
	2011

	6
	Course on " Skills to work within teams and build teamwork"
	UAE Academy
	2010

	7
	Course on "Leadership and supervisory skills"
	The Source Consultancy & Trading Services
	2008

	8
	Course on Advanced skills "executive secretarial and administration offices
	Career Development Centre
	2008

	9
	Course on Skills of writing letters and administrative reports
	Creative Centre
	2008

	10
	Attend the Seminar in ADCCI Online Service
	ADCCI
	2007

	11
	Course on “Customer Service through the Telephone”.
	Etisalat Academy
	2007

	12
	Workshop on “ Professional Business Writing”.
	Altitude Training Centre
	2007

	13
	Exceptional Customer Services Program I, II & III
	Potential organization
	2007

	14
	Course on Personal Effectiveness
	ADCCI
	2007

	15
	Diploma on “ Investment on small & Medium Enterprises”.
	Ambridge Training College
	2007

	16
	Course on Microsoft Office 2003 (Beginning, Intermediate & Advance)
	New Horizons
	2005

	17
	Course on Office Management Career Program
	New Horizons
	2005

	18
	Course on Communication Skills, Business Writing, Time & Task Management
	New Horizons
	2005

	19
	International Computer Driving License Certificate (ICDL).
	New Horizons
	2005

	20
	Achievement Training in Effective Secretarial Practices & Office Management Workshop.
	INTEK
	2000

	21
	Course on Self Correspondence, Microsoft Word
	Nadia Training Institute 
	2000

	22
	Course on Self Correspondence, Microsoft Excel & PowerPoint
	Nadia Training Institute 
	2000

	23
	Course on Internet
	Digital Computers
	1998

	24
	Course on Windows 95, M.S. Office & Macintosh O.S
	Al Nada Computers & Electronics
	1997
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	Computer Skills
	


Expert on MS Office (Word, Excel , access, PowerPoint & outlook), Internet and E-mail applications

	Personal Details
	


Nationality


: Palestinian
Date of Birth

: 9th September 1971
Marital Status

: Married
Visa Status


: Husband Visa .
Language


: Fluency in English and Arabic languages

Hobbies


: Fashion, Swimming, Travel
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