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	   CAREER / RESUME OBJECTIVE


	
I am an enthusiastic hard working person who enjoys being part of, as well as leading, a 
successful and productive team. I am quick to grasp new ideas and concepts, and to develop innovative and creative solutions to problems. I am able to work well on my own initiative and can demonstrate the high levels of motivation required to meet the tightest of deadlines even under significant pressure. I possess a strong ability to perform effectively. 
I am now looking to build on my extensive range of technical skills within a suitably challenging role. I am keen to achieve further professional development. 
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	   EDUCATION



	University graduation

	 Degree
	Diploma
	University
	Oxford

	 Faculty/Institute
	Cornwall, United Kingdom
	Major
	Conflict Management

	 Grade
	Very Good
	Graduation Project
	Commercial mediation

	 Graduated at
	6/2009

	 Degree
	B.A. Arts
	University
	Oxford

	 Faculty/Institute
	Arts
	Major
	Psychology

	 Grade
	Excellent
	Graduation Project
	incomplete undergraduate course

	 Graduated at
	6/1989
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	   EMPLOYMENT HISTORY


	
Current job


	 Job Title
	Senior Administrative Executive
	From
	5/2008


[bookmark: Table41][bookmark: Table41]
	Job Responsibilities


	
Organized and updated hundreds of data files for both resident and or visiting staff, as well as customers, established and maintained a comprehensive recruiting information and employment files, compiled materials needed for establishing and maintaining procedure for tools, materials and supplies requests, deliveries and storage. 
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	   TRAINING COURSES



	 Name
	MS Excel 2007 Course (advanced)
	Inistitute
	A T C Qatar

	 Name
	MS Power Point 2007 Course (advanced)
	Inistitute
	ATC Qatar

	 Name
	Oracle purchase requisitions training
	Inistitute
	QFCA internal Training

	 Name
	Oracle Employee self service training
	Inistitute
	QFCA internal Training

	 Name
	Document management system (SharePoint)
	Inistitute
	QFCA internal Training

	 Name
	IIRME Office Manager Training Certified Course
	Inistitute
	IIRME UAE

	 Name
	The 7 Habits of Highly Effective People
	Inistitute
	Stephen F. Covey Signature program

	 Name
	Personal Strategies for Navigating Change
	Inistitute
	Achieve Global

	 Name
	Helping your team work
	Inistitute
	Achieve Global

	 Name
	Finance & Accounting for non-financial managers Certificate
	Inistitute
	College of North Atlantic in Doha
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	   PROFESSIONAL LANGUAGES



	Arabic
	Excellent

	English
	Excellent
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	   COMPUTER & IT / KNOWLEDGE, SKILLS AND ABILITIES



	 Grade
	Excellent


	 Software
	PhotoShop
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	   CAREER FIELDS OF INTERESTS



	 
	Advertising



