CURRICULUM VITAE

Therese 
Therese.79521@2freemail.com 

OBJECTIVE

Pursuing a progressive career in the Administration & Office Management fields within a growing organization whereby my academic background, work experience, organizational, and interpersonal skills can be applied and further developed.
EXECUTIVE PROFILE


· A total of 18 year experience in the field of administration, HR, procurement and legal.

· Proactive and Hardworking.

· Strong analytical and problem solving skills.

· Motivated to work efficiently without direct supervision in busy environment.

· Handling many tasks simultaneously, able to prioritize workload and multi tasks.

· Strong team working, communication, leadership, public relations and interpersonal skills.

· Ability to lead people and get results through others. 

· Quality orientation to details. 

EMPLOYMENT HISTORY

Oct. 10- Current 
Hogan Lovells (Middle East) LLP, DIFC, Dubai, UAE.

Hogan Lovells became a top 10 global legal services provider on 1 May 2010 through an unprecedented merger of two firms with international credentials, U.S.-based firm Hogan & Hartson and UK-based firm Lovells with 48 offices around the world.
Title: 

Oct. 10 – Current
Legal Personal Assistant

· Produces accurate and well presented documents in line with the firm’s House Style Manual.

· Effectively manage fee earners’ Outlook calendars. 

· Maintain up to date filing systems to allow fee earners to find and use documents easily and efficiently and also assist generally with document management including storing and archiving of files.

· Register new clients using the internal Client and Matter Registration system. And to liaise with London about conflicts and document requirements for registration. 

· Arrange conference calls, lunches, travel arrangements and meetings.
· Translate documents from English to Arabic and Arabic to English.
· Proactively manage fee earners’ client details on InterAction by entering new contacts, updating changes to contacts and any business development activities.

· Assist fee earners with requesting billing guides and the production of bills.

· To ensure fee earners’ time is recorded on Carpe Diem, particularly in the absence of fee earners.

Nov. 08- Sep. 10 
Al Tamimi & Company (Advocates & Legal Consultants), DIFC, Dubai, UAE.

It is the largest local, non-affiliated law firm in the United Arab Emirates with offices in the Emirates of Dubai, Abu Dhabi, and Sharjah. They also have an office in Baghdad, Iraq, and an associate office in Doha, Qatar.
Title: 

Nov. 08 – Current
Executive Secretary to a Partner (Dispute Resolution Department)
· Receives and screens visitors and telephone calls; responds to inquiries on a variety of matter such as the status of pending cases, administrative and court rules, and appeal procedures.

· Schedules and arranges meetings and conferences and notifies interested parties.

· Operates keyboard equipment to produce legal documents such as pleadings, briefs, opinions, complaints, administrative decisions, orders from verbal or written instructions, dictation, short hand notes, rough drafts or other materials which may be difficult to interpret & format.
· Compose routine letters and memoranda and prepares reports using knowledge of work area instructions and guidelines.

· Reviews legal documents to ensure they are in proper format and contain all necessary portions or related documents for court acceptance; files legal documents with proper courts.
· Prepares & assembles materials, documents, and exhibits for meetings, court appearances & hearings.

· Maintain calendars for assigned attorney(s) to ensure no scheduling conflicts & to inform attorney of court imposed deadline.

· Gathers data for surveys or performs research on special subjects or projects.
· Translating the hearing notifications from Arabic to English and update the clients.

· Reviewing and amending invoices with the respective lawyer than dispatch it to the client.

· Following up with the client for the outstanding payments collection.
Nov. 01- Oct. 08 
Nile Waterproofing Materials Co. “BituNil” S.A.E, Cairo, Egypt

Production & Manufacturing of waterproofing modified Bitumen Membranes.

Title: 

Jan. 08 – Oct. 08

Procurement Division Head

· Administrate, coordinate and cooperatively work with other departments (Production Engineering, Quality Assurance, Quality Control, Marketing, & Planning) to resolve all issues relevant to the supplier or raw materials assigned. 

· Coordinating the preparation of procurement plans and budgets.

· Identify and implement key cost saving opportunities resulting in significant savings to the company on an annual basis.

· Preparing periodic Procurement reports on the purchasing activities, their progress & financial effect on the company. 

· Manage, educate, train and supervise assigned personnel in their duties and product responsibilities. 

Title: 

Oct. 06 – Dec.07

Procurement & Logistics Supervisor (Import)

· Work with suppliers to ensure that all quality, cost, on-time deliveries & service expectations are met.

· Searching for new suppliers in coordination with R & D department.

· Prepare & place purchase orders on quarterly basis & verify receipt of items by comparing items received to items ordered.

· Working with forwarders and resolve shipments in error with suppliers.

· Maintain records and issuance of debit memos as required for defective product or other costs that the supplier is responsible for. 

· Follow up outstanding payment of suppliers and forwarders.

Title: 

Jan. 04 – Sep. 06
Procurement & Logistics Supervisor

· Monitors delivery & payment of Purchase Orders by routing Orders to departments for filing; initiating Purchase Orders; Tracking delayed Orders; preparing payments documents; routing Invoices to accounts payable.

· Monitors Purchasing Orders by verifying and investigating problems with Purchase Orders and calling appropriate parties. Ensure the credit or discount is received and applied to appropriate funds.

· Follow up Import (Raw Materials) & Export (Final product) Shipment with forwarders & shipping lines.

· Provides constant & accurate feed back to the Procurement Manager & department heads with regard to market conditions such as product availability, lead times for delivery, seasonality & price trends.

Title: 

Jul. 02 – Dec. 03

Procurement Coordinator

· Updates price quotations continuously and secures delivery of all market list items.

· Obtains price quotations on all stock items at re-order point and on other materials as needed, selects the vendors, obtains the necessary approvals, documents and places the order.

· Ensures that order is sent to the vendors at the earliest possible to expedite delivery time.

· Maintain a tracking system for outstanding Purchase Orders.

· Ensure the existence of proper complete filing systems of all orders.

· Managing all secretarial work (typing faxes, letters, memos & reports … etc) in the department.

Title: 

Nov. 01 – Jun. 02 
Administrative Coordinator & Human Resources Officer

· Sending & receiving faxes & maintaining logs for incoming & outgoing correspondences.

· Making airlines & hotels reservation.

· Handling employee’s vacations, delays & overtime.

· Following up employee’s recruitment procedures.

Oct. 98-Oct. 01
The United for Trading & Industry E.El Ghazzawi (UTI) for Welding Electrodes, Machines & Safety Equipment, Cairo, EGYPT

Title:

Administrative Coordinator & Human Resources Officer


Human Resources Officer



· Preparing appraisal & performance reports.

· Following up employees’ recruitment procedures & handling employees’ vacations, delays, overtime.
· Making monthly salaries for about 40 employees.

· Arranging Training Courses for the staff.

Administrative Coordinator 

· Performing administrative dutiess.

· Setting-up operational procedures to maintain a consistent work flow in and out of the office. 

· Assisting sales team in the preparation of offers & quotations as well as tenders.

Sep.  97 - Sep. 98
 
New Wave Design & Printing Services



Cairo, EGYPT.  



Title:
Secretary  & Graphic Designer.

· Handling all administration work required (answering phone calls, sending/receiving faxes, typing letters & Quotations), follow up the work at the print shop & following up clients’ payments.
EDUCATION


1997


BA in Psychology




Faculty of Arts - Ain Shams University - Cairo, EGYPT

1993


Elementary & High School Studies




Notre Dame de la Delivrande - Heliopolis - Cairo, EGYPT

LANGUAGE KNOWLEDGE

Fluent in spoken & written English, French, & Arabic languages.

CONTINUING EDUCATION

2007


Professional Certificate in Office Management; American University in Cairo - Cairo, EGYPT
COMPUTER KNOWLEDGE

Microsoft Office 2010 Package; eDOCS – DM 5; Carpe Diem.
HOBBIES AND INTERESTS

Reading, Cooking, Traveling, Swimming, Photography, Computer Design & Internet.

REWARDS
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