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	Gaza, Altofah, Salah edin St., Gaza, 999000, Palestine 

	

	

	
	

	

	REFERENCES

	

	Hazem Saba

	THE INTERNATIONAL LOGISTICS COMPANY - MERSAL

	0599100110

	hazem.saba@mersalpost.ps

	
Ibrahim al-Jamal
Jawwal Com.  
0599000458

	

	Huda Yaseen

	Technogym

	0599733490

	

	

	
	

	

	WEBSITES & SOCIAL LINKS

	

	LinkedIn:
www.linkedin.com/Dania

	

	

	
	

	

	SKILLS

	

	Teamwork

	

	

	Problem Solving

	

	

	Sales

	

	

	Business Operation

	

	

	Report Writing

	

	

	Time Management Skills

	

	

	Customer Services

	

	

	Problem Resolution

	

	

	Project Organization

	

	

	Communications

	

	

	Marketing

	

	

	
	

	

	LANGUAGES

	

	Arabic

	



	

	English

	



	

	

	

	

	

	

	



		WORK EXPERIENCE

	

	Human Recourses Supervisor

	The International Logistics Company / Gaza/May 2018 - Present

	

	- Responsible for recruitment, interviewing, and employment operations and for raising the letter of appointment for approval by the administration to complete the approvals from the Board of Directors.
- Responsible for all matters related to the personnel affairs system, vacations, hours of attendance and departure, and the archiving of documents for employees.
- Applying the sanctions and penalties system, entering and updating employees' data periodically, in both manual and electronic forms.
- Supervising the process of analyzing new jobs, and determining selection criteria in coordination with the managers of the departments concerned with the job.
- Supervising the commitment of all employees to work dates (attendance, departure, and permits, annual and sick leaves) and determining and approving official holidays according to the decisions of the Board of Directors.
- Ensuring the proper functioning of work by relying on specific timetables and dates for the weekly and annual leave schedule for employees.
- Preparing the schedules for the monthly working hours for the employees.
- Preparing the tables of monthly salaries, wages and all financial dues for the company's employees, and submitting them to the General Manager and Financial Department for review and approval.
- Clarify the tasks and goals of the new employees in addition to the current employees when needed, and ensure that they receive adequate training to be familiar with all work skills, according to the nature of their work.
- Responding to inquiries regarding the work environment, contract terms, and employee rights.
- Supervising the development of training plans to raise the efficiency and skill of employees.
- The ability to evaluate, review, and provide opinion and reports on working with integrity and constructive manner.
- The ability to control and follow up all work vocabulary.
- Develop contingency plans for working during periods of stress.
- Submit proposals for rewards and incentives system
- Following up employment contracts and preparing them for management in coordination with the legal advisor.
- Application of the administrative system within the company.
- Following up and developing the job description for the company's employees every 6 months

	
Office Manager for General Manager 

	The International Logistics Company- Mersal / Gaza/May 2018 – 01.Sept. 2019

- Reception of visitors of the Office of the General Manager, according to the followed protocol.
- Issuing books for the Office of the General Manager and archiving them both paper and electronically
- Coordination of external general manager meetings
- Coordination of internal general manager meetings
- Make a report meeting minutes
- Accompany the general manager on field visits

















	Reception Officer

	Technogym  / Gaza/July 2017 - May 2018

	

	- Receiving Technogym customers and giving them an introductory overview of the place
- Receive the money for monthly subscriptions and prepare receipt vouchers for the amounts
- Financial matching of the financial amounts received with the receipts and money in the fund on a weekly and monthly basis
- Organizing and arranging the work of the place and work schedules
- Preparing announcements for training course programs, receiving participants and dividing them into teams.

	

	

	Admin Assistant

	Lawyer Nabil Al-Shurafa office  / Gaza/Apr 2016 - Sep 2016

	

	- Receiving citizens and responding to inquiries about their cases
- Receive and archive case files from the courts
- Prepare all necessary office reports

	

	

	Marketing coordinator

	Online Aklate web  / Gaza/Apr 2015 - Jan 2016

	

	- Deal with different business and contact with them to deal with aklat web office.
- Responsible for different office manner.
- Responsible for marketing campaign.

	

	

	Accountant Assistant

	Wafaa Company  / Gaza/Jun 2014 - Sep 2014

	

	- Follow up the sale and purchase of adaptive equipment
- Processing of quotations
- Design reports delivery, sale, maintenance and processing of checks and delivered.

	

	

	EDUCATION

	

	Bachelor Degree In Business Administration (E)  

	Islamic University  / Gaza  / 2014

	

	Business Administration

	

	

	

	

	INTERNSHIPS

	

	Due Collection Officer

	Palestine cellular Communication - Jawwal  / Gaza / Jan. 2014 - Apr 2014

	

	- Follow up the process of debt collection lawyer with the company
- Debt collection and knowledge of a commission of lawyers
- Work on the Excel program in the processing and preparation of lists of names of subscribers who are in arrears.
- Work at spaced intervals on the reception of subscribers

	

	Archive Assistant Officer

	Bureau staff  / Gaza / 1.Jun. 2013 – 30.Jun. 2013

	

	- Work on the classification and arrangement of data employees Gaza Strip
- Sort personnel files
- Study of vacation requests for employees, in addition, an upgrade
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