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Personal Summary

Able to work on own initiative and as part of a team; First-class analytical, design and problem solving skills; Dedicated to maintaining high quality standards; A creative and enthusiastic person also with a diverse range of administrative clerical experience; Good listener and able to use own initiative to achieve company objectives. I have a clear, logical mind with a practical approach to problem solving and a drive to see things through to completion. I have a great eye for detail. I am eager to learn, I enjoy overcoming challenges.


Objectives

My goal is to become associated with a company where I can utilize my skills and gain further experience while enhancing the company’s productivity and reputation. 
To obtain employment with a company that offers a positive atmosphere to learn and implement new skills and technologies for the betterment of the organization.
To solve problems in a creative and effective manner in a challenging position.


WORKEXPERIENCE along with Responsibilities and Accomplishments	


Full Time Jobs:

 Community Manager at Al Hikma Real-Estate Company.(Full time Job from 2017 till 2019)

Set weekly, monthly, and annual goals for the agents to work towards, and track these goals by meeting with agents on a regular basis.
Maintain relationships with repeat clients to keep them satisfied and promote future business opportunities and referrals
Meet with clients who need specialized attention or who are experiencing a difficult situation.
Assist sales agents who need guidance with client meetings and communication.
Conduct team meetings and offer advice and incentives for agents to achieve goals.


Guest Relation Supervisor at Golden Lili Spa and Resort Hotel.(2016 till 2017)

Receive guests in a professional and friendly manner, satisfying guest expectations from arrival through to departure
Maintain effective communication with all related departments to ensure smooth service delivery.

Maintain an awareness of rate levels to be sold on a daily basis and the occupancy levels
Maintain good working relationship with all Front Office employees with particular emphasis on Front Desk Agents and Guest Services
Supervise all Front Desk employees ensuring guests are taken care of in a professional and friendly manner
Maintain an up to date knowledge of hotel and local services and supply information and respond to guest queries
Verify all cashier closures of Front Desk Agents on shift end for billing and attachment accuracy
Ensure all guest registrations are completed and correspond with Opera PMS guest information.
Box-office Supervisor, Head Operator, and Sales representative at Grand Cinemas.( Fulltime job, from 2014 till     2016)

Recruit, train, develop, manage and motivate all Box Office staff to ensure that a friendly, welcoming and consistently excellent standard of customer service is offered at all times; undertake appraisals; encourage continuous personal development and ensure high levels of team morale;
Ensure all customers are asked how they found out about an event at the time of booking and evaluate the responses to inform and improve future marketing campaigns;
Organize and lead regular meetings providing clear communication and transfer of information to the team;
Buying Cinema Vouchers, and introducing customer to the cinemas offers.
Sending daily reports to the head office about the daily customers’ numbers, complimentary tickets, and vouchers.

Free-lance Jobs:

· [bookmark: _GoBack]Online Business Development and HR Manager in Mishty Global Consultant.(2018-2019)

· Meet with CEO and General Managers to make deals with them in working with the our company in order to look after the recruitment process.
· Meet candidates and make interview with them

 Free-lance Personal Trainer( 2018-2019)
Demonstrating exercises and routines to clients
Assisting clients in exercises to minimize injury and promote fitness
Modify exercises according to clients’ fitness levels
Monitoring client progress.
Providing information or resources on general fitness and health issues
Providing emergency first aid if necessary

Free-Lance Translator in Oman Bride Show, Fabusse Company, and Zchayya Services.( from 2015 till 2019) 
Translate legal, scientific, religious, journalistic, and economic documents.

Free-Lance Sales representative at Libano Suisse.( from 2015 till 2018)
Call potential clients to expand their customer base
Interview prospective clients to get data about their financial resources and discuss existing coverage
Explain the features of various policies
Analyse clients’ current insurance policies and suggest additions or changes
Customize insurance programs to suit individual clients
Handle policy renewals
Maintain electronic and paper record.
Help policyholders settle claims.

Education and Certificates


Bachelor degree in Translation from American University of Science and Technology 
Courses in PR, Marketing, Advertising, Copywriting, Management, and Leadership in AUST. 
Amideast Certificate from US Embassy.
Certificate of Participation in Women’s Right speech
Employee of the month Certificate from Grand Cinemas.
Best Sales Achiever Certificate from Grand Cinemas.
Michigan Certificate from US Embassy. 
Personal Trainer Certificate from SPI of Health and Fitness.
Bac 2 degree in Life Science
Certificate of Participation in Leadership Speech.
Certificate of Participation in Team Work Management.

      
LANGUAGES	
English : written, oral, and communication
French: written, oral, and some communication
Arabic: written, oral, and communication
Skills	
Word. Typing speed of 40 words per minute.
Spreadsheets – drafted tables and graphs using Microsoft Excel
Other packages – Microsoft Publisher, PowerPoint, Access
Skilled, reliable and devoted team player, with great sense of responsibility.
Eager and prepared to do practical work in different fields.
Capable of handling multiple tasks.
Decision making, critical thinking, organizing and planning.
Interpreter



Translation skills:

Legal translator
Scientific translator



Hobbies:
  
Yoga
Meditation 
Spinning
Working out
Reading
Exploring 



Reference: Available Upon Request




