
IMAN SALAH NATOUR
Administrative Assistant
PERSONAL INFO:
Address: Al-Jalla’a Street., Gaza, Palestine                                                                Marital Status: Married 
 Date of Birth: 1991-05-10                                                                                            Place of Birth: Libya
Phone: +970 595 882 520                                                                                      E-mail: e.s.natour@hotmail.com




A motivated administrative professional seeking a position in a challenging environment. Over 3 years’ experience successfully providing administrative and secretarial support to the operational department. Proficient in a range of computer applications. Well-developed communication and customer service skills. Proven ability to efficiently plan and manage multiple assignments to meet tight deadlines. A proactive problem-solver who gets the job done. 


EXPERIENCE:
CLERK 
 UNRWA - DISTRIBUTION CENTER  
2017-09 - 2018-03
Responsibilities:
Greet& Communicate with Beneficiaries, employees, and other individuals to answer questions, disseminate or explain information, take orders and address complaints. Operate office machines, such as photocopiers and scanners, and personal computers. Maintain and update filing, inventory, mailing, and database systems, either manually or using a computer.  Compute, record, and proofread data and other information, such as records or reports. Train other staff members to perform work activities, such as using computer applications. Data Entry on Excel sheets and the UNRWA website.

ADMINISTRATIVE ASSISTANT/SECRETARY 
LAW FIRM OFFICE 
2015-05 - 2017-06
Responsibility: 
Greet visitors and ascertain what each visitor wants or needs. Creating spreadsheets to reporting expenses to the office. Planning and scheduling events. Documentation& storing, organizing and managing files. Provide general administrative and clerical support including mailing, scanning, faxing and copying to management. Maintain electronic and hard copy filing system. Open, sort and distribute incoming correspondence. Perform data entry and scan documents. Assist in resolving any administrative problems. Answer calls from customers regarding their inquiries. Prepare and modify documents including correspondence report
ADMINISTRATIVE ASSISTANT
 MINISTRY OF FOREIGN AFFAIRS
2013-06 - 2013-12
Responsibilities:
Planning and scheduling events. Documentation& storing, organizing and managing files. Provide general administrative and clerical support including mailing, scanning, faxing and copying to management. Maintain electronic and hard copy filing system. Open, sort and distribute incoming correspondence. Perform data entry and scan documents. Assist in resolving any administrative problems. Answer calls from customers regarding their inquiries. Prepare and modify documents including correspondence, reports, drafts, memos, and emails.

EDUCATION:
UNIVERSITY COLLEGE OF APPLIED SCIENCE (UCAS)                                            2009-09 - 2013-06
Management with Technology                                                                                                         88.85 (GPA)

SKILLS:
· Excellent English skills.
· British Accent.
· Computer Skills. 
· Interpersonal Skills. 
· Time Management. 
· Research Skills. 
· Technical Skills.
· Administrative Skills.  
· Written and Verbal Communication Skills.

· LANGUAGES:
Arabic, Mother-Tongue.
English, Highly proficient in spoken and written English.

Qualifications:
· Business Knowledge.
· Excellent communication skills.
· Good grammar and the ability to express me clearly in written and oral communication.
· Proficiency with computers and office equipment.
· Using a variety of office software, such as email, scheduling, word processing, and spreadsheet programs. Knowledge of image software programs, databases and accounting software.
· Run and troubleshoot copiers, scanners, fax machines, postage machines, and other office equipment.
· Adept at managing and streamlining administrative processes to reduce errors, improve accuracy and efficiency, and achieve organizational objectives.
· Proven track record of accurately maintaining detailed records, generating reports, coordinating meetings, and multitasking within fast-paced atmospheres.


· REFERENCES:
BEACH DISTRIBUTION CENTER, UNRWA                                                              MINISTRY OF FOREIGN AFFAIRS
[bookmark: _GoBack]Saifullah Taysir Yaghi                                                                                                   Samia Mohammed Hamada.
Distribution Supervisor                                                                                                   Head of Archiving Department
05997920218                                                                                                                        0599321161
Gaza-Al-Nasser Street                                                                                                      Al-Nasser Street.

BEACH DISTRIBUTION CENTER, UNRWA                                                             MINISTRY OF EDUCATION
Khaled Musa Sayma                                                                                                     Medhat Abd Al-Majeed Al-Zatmeh
Distribution Assistant                                                                                                      Public Relations Manager
0598032803                                                                                                                       0592910797
Gaza-Al-Nasser Street.                                                                         Gaza-Al-Jalla’a Street-Opposite Tamraz Station



