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[bookmark: _GoBack]Personal information:
	Name:
	Enas Mohd. Ali Ismail

	ID #:
	901665034

	Age: 
	40

	Address: 
	Maghazi Camp

	Phone:
	0592130494

	Email:
	Enas262003@hotmail.com/ enas.09.1978@gmail.com

	Gender:
	Femal

	Marital status:
	Singles

	Social Media Contacts (if existed)
	Enas Mohad




Education: 
	#
	Date from – to (Year)
	Degree 
	Major
	Institution

	1.
	1995-1997
	Diploma
	Secretarial and office management
	Palestine Technical College - Deir Al-Balah

	2.
	Third year Business Administration - Al-Quds Open University - and special circumstances have ceased
	
	
	

	3.
	
	
	
	

	4.
	
	
	
	


Related training courses: 
	#
	Date (from – to )
	Title
	# of training hours
	Institution

	1.
	1/5-1/7/21994
	Computer Basics
	36
	Computer and Electronics Clubs Corporation

	2.
	2-6/9/200
	Report Writing 
	12
	Massar Associates 

	3.
	
	Office management and secretarial course

	36
	Deanship of Continuing Education Service - The Islamic University

	4.
	
	Planning, monitoring and evaluation cycle

	36
	Deanship of Continuing Education Service - The Islamic University

	
	
	 Financial management course

	36
	Deanship of Continuing Education Service - The Islamic University

	
	
	Management Skills Course

	36
	Deanship of Continuing Education Service - The Islamic University



Work Experience:
	Organization Name:
	Maghazi Community Rehabilitation Society

	Job title 
	Secretary 

	Start Date 
	1998
	End Date 
	Until now

	Main Tasks and Duties:

	-Answer phones and give information to callers, receive messages, or transfer calls to the right people.
Greet visitors or callers, handle their inquiries well, or direct them to the right people according to their needs.
- Operate office equipment, such as fax, machines, copiers, or telephone and arrangement systems to fix them when they break down.
- Preparing and managing documents or entering them electronically, recording information, updating papers, or maintaining documents, such as attendance and human resource records, correspondence, or other materials.
-Using e-mail systems and coordinating information flow, internally or with other organizations.
- Compose, write and distribute meeting notes, routine correspondence, or reports.
Organizing and scheduling meetings.
-Receiving, processing and maintaining incoming and outgoing correspondence.
-Maintaining office efficiency, planning and implementing office systems, planning, and purchasing equipment.
-Create, monitor, and control all administrative requirements for other departments.
-Maintain stationery supplies and coordinate delivery.
-Perform general duties, such as ordering supplies, maintaining records, entering data, and performing basic work to control accounts.
-Providing administrative support to the administration and others.



 
	Organization Name:
	PSCF (Save the Children-Palestine)

	Job title 
	Secretary

	Start Date 
	
	End Date 
	

	Main Tasks and Duties:

	-Answer phones and give information to callers, receive messages, or transfer calls to the right people.
Greet visitors or callers, handle their inquiries well, or direct them to the right people according to their needs.
- Operate office equipment, such as fax, machines, copiers, or telephone and arrangement systems to fix them when they break down.
- Preparing and managing documents or entering them electronically, recording information, updating papers, or maintaining documents, such as attendance and human resource records, correspondence, or other materials.
-Using e-mail systems and coordinating information flow, internally or with other organizations.
- Compose, write and distribute meeting notes, routine correspondence, or reports.
Organizing and scheduling meetings.
-Receiving, processing and maintaining incoming and outgoing correspondence.
-Maintaining office efficiency, planning and implementing office systems, planning, and purchasing equipment.
-Create, monitor, and control all administrative requirements for other departments.
-Maintain stationery supplies and coordinate delivery.
-Perform general duties, such as ordering supplies, maintaining records, entering data, and performing basic work to control accounts.
-Providing administrative support to the administration and others



	Organization Name:
	

	Job title 
	Secretary

	Start Date 
	25/4/1998
	End Date 
	23/7/1998

	Main Tasks and Duties:

	Carrying out all secretarial work

Training for secretarial students on printing material in both languages




	Organization Name:
	Programmer Women Center – Nuseirat

	Job title 
	Trainer 

	Start Date 
	
	End Date 
	

	Main Tasks and Duties:

	Worked at the Nasserite Women's Program Center for three months as a computer engineer




Languages: 
	Language 
	Mother Tongue
	Fluent
	Very Good 
	Good 

	English
	
	
	*
	

	Arabic 
	*
	
	
	

	Other (…..
	
	
	
	





Main Achievements: Please list your main achievements throughout your career life:
· I consider that the most important achievement I have achieved is the presence of some of those who consider me to be their profession professional, as I have trained a large number of my secretarial graduates and I remain the main reference for them. 
· What I consider to be success
· It is my insistence on mastering my work under any pressure
· And gain flexibility and experience 

