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	01/06/2020 –29-8-2020
	Digital Marketer
Alsawada Company , Gaza (Palestinian Territories)
· Create monthly content plans
· Manage all the company's social media platforms
· Create company-funded advertisements
· And also work as an administrative assistant for some tasks
· Coordination and networking with companies, institutions and individuals



	
	



	01/04/2019 –29/07/2019
	[bookmark: _GoBack]Project  Coordinator 
Palestine Trauma Centre (PTC) , Gaza (Palestinian Territories)

	
	· Great experience in the institutional work in all its details
· Performing all the functions of the Administrative Assistant in addition to the work of coordinator assistant
· Attention and scheduling of administrative appointments
· All job announcements and generalizations
· Do coordination, communication and communication
· Assistant Financial Director in the work of Scanner for all financial files and sent to the Director in Britain
· Authorization by the Department to follow up the Internet and communicate with the companies for any needs required by the Centre
· Assisting the direct coordinator with all matters of the project and facilitating the work of the team
· Supervise volunteers and explain to them the basics of working as administrators






	19/03/2017 -29/03/2019
	Administrative  Assistant
Palestine Trauma Centre (PTC) , Gaza (Palestinian Territories)

	
	· Archive files of all kinds, both paper and electronic
· Follow-up of the issued and incoming paper and electronically
· Documentation of minutes of meetings
· Preparing Time sheet for the organization's employees
· Do coordination, communication and communication
· Print all reports, correspondence and plans
· Follow up on personnel affairs (attendance record - holidays)
· Attention and scheduling of administrative appointments
· Participation in the recruitment process (job announcement - interviews - publishing results)
· Help the staff and facilitate tasks for them both inside and outside the centre
· Preparing work contracts for employees and reviewing them
· Assisting the Executive Director of the Foundation and carrying out any other work related tasks
· Attend seminars and meetings outside the centre
· Direct Assistant to the Executive Director also
· Authorization by the Department to follow up the Internet and communicate with the companies for any needs required by the Centre
· Assist project coordinators in some work related matters
· The annual administrative report of the Foundation for all projects
· Follow up the website and periodically update it
· The work of all official books coming out of the institution
· Receiving and archiving all incoming
· General follow-up of the Centre with all administrative functions
· Conduct a daily report and send it to the Department on the progress of the Centre and staff
· Supervise volunteers and explain to them the basics of working as administrators
· Receive cases and transfer them to the appropriate specialist according to the problem
· Great experience in the institutional work in all its details



	
	19/12/2016 -18/3/2017
	Administrative Assistant

	
	Amana Financial Consultancy &Trading Company, Gaza (Palestinian Territories) 

	
	· Work administrative assistant to the Director General and Chief Executive Officer.
· Work on the follow-up customers, communicate with them, and respond to their queries.
· Work morning and evening reports related to trading of the company.
· Issuing reports on time coordinator to customers across WhatsApp  programme and e-mail
· Work on all the company's Social Media networking sites.
· Work on writing the daily news that is released to customers for trading and stock market volatility and stock.
· Work on writing the official books.
· Dealing with customers to open accounts and sign contracts..
· Archive all the files and official papers in an orderly manner.
· Recording payments and revenues.
· Work each charged with commands from the Director General.
· Work on the daily secretarial tasks.
· Coordination of tables and calculations on Excel and follow-up of Personnel.



	01/12/2015 – 30/01/2016
	Loan Officer as  "Volunteer"

	
	Fatten Organization for Fundraising, Gaza (Palestinian Territories) 

	
	· Filling of loan application for customers.
· The respond to customer inquiries.
· Fieldwork as announcement of the institution.
· Make copies and scanning.
· Working on the private system loans.
· Follow up the receipt of the loan for the customer with banks.
· Implement any other related tasks.



	15/09/2013 – 29/12/2015
	Human Resources Division(Clerk), Area Personnel Section Department

	
	UNRWA Headquarter, Gaza (Palestinian Territories) 

	
	· Deal with medical insurance matters.
· Help in day-to-day work.
· Checking availability of fund.
· Help in filling work.
· Receiving telephones calls and any others, duties may be assigned.
· Make copies and scanning
· Secretary tasks.
· Implement any other related tasks.



	11/12/2012 – 11/01/2013
	Sales Representative   as  "Volunteer"

	
	Palestinian Cellular Communications Company " JAWWAL ", Gaza (Palestinian Territories) 

	
	· The promotion of electronic payment service by phone with customers.
· Communication with the customers to follow up and resolve problems.
· Selling SIM sliders and recorded it.
· Help my administrator at any work.


	EDUCATION AND TRAINING
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	01/09/2009 – 30/06/2013
	Bachelor of Art (B.A.) in Business Administration
	

	
	Islamic University of Gaza, Gaza (Palestinian Territories)



	01/09/2008–15/06/2009
	Secondary School Certification
	

	
	KAFR QASSEM school, Gaza (Palestinian Territories) 



	PERSONAL SKILLS
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	Mother tongue(s)
	Arabic

	Other language(s)
	UNDERSTANDING
	SPEAKING
	WRITING

	
	Listening
	Reading
	Spoken interaction
	Spoken production
	

	English
	C2
	C2
	C2
	C2
	C2

	
	Institutional Test Program (ITP) 

	
	Levels: A1 and A2: Basic user - B1 and B2: Independent user - C1 and C2: Proficient user
Common European Framework of Reference for Languages 



	Job-related skills
	Proficient with a vast array of management and computer skills, as following
· Knowledge of general management and business principles. 
· Able to learn quickly and open to new ideas and approaches
· Adapt successfully to changing situations & environments.
·   High skill in printing in both Arabic and English
· Proven ability to handle multiple assignments and meet the required deadlines.
· Strong coordination, communication, teamwork, and leadership skills.
·   Responsibility and good behavior in emergency situations
· Advanced skill in using Computer systems such as Windows 7, VISTA, and XP system. 
· Advanced skill in using different Computer Application (Office 2007 and 2010) such as Office word, office EXCEL and Office Power Point. 
· Advanced skills in printing whether in Arabic or English language.
· Ability to work under pressure and work for long hours.
       Mastering the writing of administrative reports and official books




	Courses


	
· Advance Topic in Microsoft Excel
Al Sheikh Hamad Center, 24 Hours, January 2014
· Management& Secretarial Electronics Using Microsoft Outlook
Al Sheikh Hamad Center, 8 Hours, December 2013
· Accounting Software (EXCEL.ASPSS)
Islamic university, 16 Hours, September 2013
· ICDL Certificate
Developers Co. for ICT services, 45 Hours, November 2014
· Excel Applications
Developers Co. for ICT services, 25 Hours, November 2014




	ADDITIONAL INFORMATION
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	References
	
· MASOUD ABU REYALA, Palestine Trauma Centre,00972599607455,Acountant
· Maher Wehba, Palestine Trauma Centre,00972599723077, Manager
· Rasha Qndeel, Palestine Trauma Centre,00972567714166, Manager
· HUSSAM OKAL, Gaza-UNRWA, CELL: 972599428021, HR Manager
· NADA BAYZID, Gaza-UNRWA, CELL: 972599428035, Personnel Manager
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