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S K I L L S

 Problem Solving

Adaptability

Ability to Work in a Team

Microsoft OfEce

L A N G U A G E S

Arabic

hnglisu

P R O F I L E

A fresu grad,atez uiguly motivated and determined to ,tiliRe my interpersonal 

and managerial skills into operationalz and developing sol,tions skills to save costz 

improve reven,e and drive c,stomer satisfaction.

xeso,rcef,l and well organiRed witu eDcellent leadersuip and team b,ilding skillsz 

eager to develop and acuieve set targets and beyond.

E M P L O Y M E N T  H I S T O R Y

Intern, Abu Dhabi Business Hub Ab, Fuabi

2eb —0—0 · Apr —0—0

H Answered telepuone calls and emails eacu dayz offering information and directing 

callers to company personnel.

H qandled incoming and o,tgoing mailz ro,ting packages smootuly to proper 

recipients.

H Set ,p and broke down conference and meeting rooms for different b,siness 

reK,irements.

H Felivered eDceptional g,est relations by welcoming visitors warmly and offering 

immediate assistance.

H Maintained f,ll compliance witu legalz uealtuz and safety reg,lations.

H 1ept all areas cleanz organiRed and in line witu company professional standards.

Intern, WHO, World Health Organization Amman

—0C3 · —0C3

H 9omplete rotation turo,guo,t entire organiRation departments and ,nits.

H Training and eDperience witu tue organiRations operational system.

H Foc,ment analyRing for appropriate distrib,tion and Eling.

H Assisted Manager witu meeting agendas and preparing presentations.

H xeviewing 2inancial reports and proper doc,mentation.

H Foc,ment controlling tasks wituin eacu department.

E D U C A T I O N

Bachelors with Honours, Ahfad University for 

Women

1uarto,m

Sep —0C4 · Oct —0CB

 ,siness Administrationz Proc,rement and S,pply cuain concentration8

C O U R S E S

Human Resources, Yataka Legend, KL

—0C7

R E F E R E N C E S

References available upon request




