
Rawan Mohammed Hashem Sadeq Al-Ahdal
Date of birth: November 13, 1998
Address: AUB Dorms Kerr Hall | Bliss, Beirut│ Lebanon
Phone: 8166013
What’s App: 81660131
E-mail: rma170@mail.aub.edu 
Facebook:  https://m.facebook.com//rawan.mohd.393

· OBJECTIVE: 
An earnest, accurate, versatile, and ambitious High school diploma degree holder with an excellent attitude toward people. My greatest strength is my positive energy and my integral precise organization. Currently, seeking to obtain a position in order to utilize my professional skills and help improve my local community's status, with accuracy and efficiency, provide a motivated, productive, and goal-oriented environment for the entire work team, and to maintain extensive customer loyalty. Highly adaptive, open-minded, and multi-tasker person.

· WORK EXPERIENCE: 

· Former Intern “Internship Program”, at AMIDEAST, Yemen, Aden, from January 2019 –September 2019.
· Departments: NSP and Library department. 
· Nahdhat Shabab Program “NSP” Department:
· Assisting in the recruitment process by contacting candidates, reviewing applications and conducting tests.
· Receiving applications from new students during the recruitment period and entering data into the application data tracking worksheet. 
· Assisting with program activities and translating from and into Arabic & English.
· [bookmark: _Hlk92129643]Orienting new students before the beginning of each session;
· [bookmark: _Hlk92129656]Performing clerical duties such as photocopying, scanning, data entry, archiving files, laminating, typing and Sending reports; and responding to the requests by the NSP staff.
· Following up with room booking and other arrangements for meetings and activities (coordinating with staff and guards as needed); and
· Assisting the Program officer/assistant with related job issues. 
· [bookmark: _Hlk92129702]Taking photos for activities.
· Library Department:
·  Admin Assistant.
· Check books in and out in the database, besides the library's files.
· Prepare the new session's files and make announcements.
· Run books inventory every session.
· Archive files and data entry.


· LAB Department:
· Check the student IDs before allowing them to use the computer, only current AMIDESAT students and lab/library members may use the lab.
· Turn on computers in the lab area for students, inputting the required username and password.
· Check with the IT supervisor and EL staff daily to check whether the lab has been booked for a class, and if it has, help the teachers to clear the lab for their classes.  
· Be aware of any issues that may raise and report them immediately to the supervisor.
· Ensure that users do not cause physical damage to the computer or lab`s facilities. 
· Ensure that all machines are shut down, windows are closed, and lights are switched off.
· Assisting teachers in mentoring students.




· Worked as Executive Secretary at Damon for Fulfillment of Business for one month:
· Assisting in writing letters for organizations.
· Assist in coordinating the tender process within the tender team and set deadlines and responsibilities. 
· Assist in communicating with organizations logistics on the tender process. 
· Assist in communicating internally, preparing for and conducting internal meetings for each bid.
·  Reviewing contractual terms and conditions.
· Assist in maintaining the administration of the tenders. 
· Obtain feedback from purchasers when tenders are unsuccessful.
· Strive to continuously improve the tender process.

· Former intern at Sharkkena MENA for 120 hours in Feb, 2021:
· Preparing and sorting collected data.
· Research and obtain further information for incomplete data. 
· Reviewing data for deficiencies or errors, and rectifying it
· Obtain additional information for incomplete data
· Current intern at MEPI TLP From August, 2022-Present

· EDUCATION: 

· Graduated from High School, Comprehensive International School, Science Department, with Excellent grade, score 96.5% High 2017– 2018
· Graduated from Elementary School, Comprehensive International School, with Excellent grade, score 96.2% 2014– 2015
· Currently studying at the American University of Beirut- Sociology Major, Minor in Human Rights and Transitional Justice.


· CERTIFICATES AND ACHIEVEMENTS: 

· TOEFL ITP with 537 score, Aden, Yemen, 2018. 
· Basics in Photography provided by Madeira, Aden, Yemen. 2019
· International English Language Diploma provided by MALI Institute, Aden, Yemen. 2018
· Basics in Accounting provided by Wall Street Institute for Technical Education and Vocational Training, Aden, Yemen. 2018
· Current recipient MEPI TLU scholarship

· PROFESSIONAL SKILLS: 

· Excellent administrative, organizational, interpersonal and communicative skills; 
· Perfectionist. Eager to accomplish everything perfectly; 
· Ability to work in multi-disciplinary and multi-cultural contexts. 
· Have a great sense of responsibility and loyalty to work; 
· Excellent interpersonal / critical/analytical thinking and problem-solving skills; 
· Steady and calm when making decisions; 
· Eloquent in dealing with people with a high sense of transparency; 
· Keen to keep up with everything around; 
· Experienced in managing social media accounts and fast in typing; 
· Always positive, energetic and optimistic; 
· Creative and have a unique touch in doing everything; 
· Punctual, trustworthy and can work more hours if needed; 
· Possessing a decent speed in doing tasks as well as the ability to adhere to deadlines, manage multiple competing priorities and work under pressure;  
· Always carry my own additional tools in urgent situations or emergencies. 
· Positive attitude, preservation, very high level of commitment, time management and negotiation; 
· Solving problems, ability to be a source of motivation. 
· Active/effective team member, obedient as a member and influential as a leader with advanced supervision abilities; 


· LANGUAGES: 

· Arabic Language: Mother Language.
· English Language: Excellent.


· VOLUNTARY WORK: 

· [bookmark: _Hlk92121718]Charity dish campaign by MALI, Aden, Yemen.
· Charity dish campaign by Comprehensive International School, Aden, Yemen.
· Eftar Saeem campaign by LFY, Aden, Yemen.
· Assisting in conducting conference (Thought Zone), Aden, Yemen.
· Volunteered with LOYAC LEBANON 
· Volunteered with I Leaf Art
· Volunteered with AIESEC for 2 months
· Volunteered with OBBA
·  Volunteered with Live love Beirut
· [bookmark: _GoBack]Volunteered with AUBcats
· Volunteered with Aydinah association  
· Volunteered with Rider’s rights
· Volunteered with Learning is my right
· Volunteered with Grassroots Lebanon
· Volunteered with AUB commencement

· REFRENCES:  
	[bookmark: _Hlk3393571]Tamer Mohammed 
Education Assistant, Aden, Yemen.
Tel: +967 700 255 090
Phone Mobile: +967 771 217 619
Email: Training-aden@amideast.org
	Mohammed Lutfi 
International Education Assistant, Aden, Yemen.
Phone Number: +967 733 731 330
Email: Qisasna-admin@amideast.org



	
	

	
	


Badriah Ali Hider.                                               
Programing Assistant, Aden, Yemen.
Phone Number: +44 7539065399
Email: assistant2-Nahdhat@amidesat.org  
Mohammed Al-Hadad
Damon Manager, Aden, Yemen
Phone: +967738909670
Email: damon.ye.log@gmail.com

