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	Personal Data
	Name                                        

Place and Date of birth
	
	

	
	Nationality
	
	

	
	Marital Status
	
	

	Objective
	Seeking a challenging and rewarding position at a prestigious company where my skills and education can be utilized to ensure efficient and quality service to the company. 

	
	
	
	

	Education
	Commercial Institute
	Damascus University-Syria
	2006 -2007

	
	Department Financial market

	
	Open Learning Center 
	Damascus University-Syria
	2007

	
	Accounting - Third Year

	Experience
	Name  company 
	Executive Secretary
	05/2005 – 02/2006

	
	Commercial correspondence, Filing, Telephone, Preparing meetings, and organizing the manager's job.

	
	Name  company
	Executive Secretary
	04/2007 – 11/2007

	
	· Commercial correspondence, Filing, telephone, and preparing meetings organizing the manager's job.

· Organized account system based on Excel.

· Organized procurement operations.

	
	

	
	Name  company
	Secretary
	11/2007 –  4/2009

	
	Financial Department 

	
	Al Amen Program 
	
	

	Computer 
	· M. S. Office
	
	

	Skills
	· Photoshop
	
	

	
	· Internet
· Typing skill 
	
	

	
	· Al amen Program 
· Tally 5.4 program 


	
	

	Languages
	· Arabic: Mother language
	
	

	
	· English: Good spoken & written
	
	

	Other Skills
	·  Training : sale's Skill 
	
	

	
	· Organizational: Very good at managing time and prioritizing tasks to accomplish the company's goals.

	
	· Interpersonal: Strong team – working, creative, persistent, and very self – discipline. 

	
	


Mobile:  0933                                                                                                                          E-mail: 
Home  : 011 -                                                                                                                       Syria- Damascus

