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Personal statement


A hardworking and fast learner who is looking for a competent job that will develop my skills 


Key Skills 


80 words per minute typing 
Proficiency in all areas of Microsoft Office, including
Excel, Word and PowerPoint
Excellent communication skills, both written and verbal 

Education

 
AUL
(September 2013 – June 2016)

MIS (Management Information System):
Managerial Finance 
Micro Economics
Accounting


West Wood School
(September 2008 – June 2011)

Secondary Level (General Sciences)





Employment History


Bolger Company Qatar
(October 2017 – December 2018)

·  Business development officer
· Organising all contracts of subcontractors 
· Entry of daily time sheet for present workers
· Responsible of the materials needed to be on site to achieve required work on schedule 

· Jassim and brothers group (supervisor)


· Responsible for contracts with supplier’s companies needed in site
· Reporting daily work
· Finalizing  work with companies as required from client, and paying for their services
· Handling all invoices 






Experience


Business Owner of Telephone and Accessories Shop
(September 2013 – July 2016)

Achievements and responsibilities: 

[bookmark: _GoBack]Providing Services to clients
Software maintenance for electronic devices 
Organising inventory orders and liaising with suppliers to meet business requests 
Preparing offers and discounts
Preparing Small Marketing campaigns 



Hobbies & Interests


Football
Watching Movies
Outdoor Activities
Music

References

References are available upon request.
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