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Nationality
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Marital Status
Married.
Date of Birth
August 7, 1975

Religion                      Muslim.
OBJECTIVE

To enhance career prospects by making full use of my capabilities, experience and overall skills for promotion of the interests of the organisation in all aspects ranging from office automation, safety, and standardization.
EDUCATION

1992 - 1994

Hotel and Tourism training Center, Damascus, Syria




           (Hotel and Tourism Diploma).




    Obtained High Grades (Excellent) in Tourism

PERSONAL

· Fluent in Arabic and English (speaking ,reading, listening and writing)

· Basic knowledge of French, German, Russian and Spanish languages.

· Exposure to Japanese Language (attended courses at the Japanese Embassy).

· Extensive understanding of basic safety rules and guidelines for the office, sites, and society.

· Self-motivated and an achiever, display in-depth knowledge of domestic and International ticketing, reservations and rentals.

· Ability to work multitasks and fast-paced environments, devoted capacitate to provide support to the executive staff.
· Proven record in Hospitality, planning tours, trips, excursions, and special purpose studies.

· Extensive contact network within UAE government authorities.

· Extensive experience in organizing workshops and seminars on all phases of the International fairing.

· Computer Literacy in Microsoft Office, Visual Basic, Front Page, PhotoShop, Multimedia Tools and Internet tools.

· Completed courses in Advanced Excel 2003, Oracle applications and Advanced Executive Secretary and PA’s office Management Effective administration Skills.

· UAE, Syrian and International Driving Licenses.

· Licensed Tour Guide in Syria, No. 60.

· Member of The National Emergency Response Team, SANID team member volunteer & assistant instructor in Takatof.

· Member of World Federation of Tourist Guides Associations (WFTGA), Syrian representative.

· Attending civil defense training Courses in Syria. Syrian Red Crescent volunteer since 1993.
· Advance Open water diver and getting extra courses to reach for master Diver.

· Hobbies: Water sports, scuba diving, camping, reading, and swimming.

· Willing to travel and relocate.

WORK HISTORY

May  2012
           Online Events Consultant
Present                        Free Lancer




Worldwide

· Giving important consultancy via online for few companies (ALAKAT in UAE & AD MARK Saudi Arabia).
· Handling International Conferences (SAP).

· Working with Sargi & Sargi Adv. Company (Erbil Branch) for some new Events in Erbil (launching a new Mall in the sector).

December 2010
Events Manager
May          2012           PROFAIR EVENTS MANAGEMENT




Member of Dawn Group, Damascus, Syria

· Responsible for all office Management activities.

· Handling some of the biggest World Exhibition, such as Damascus

   International Horses & Equestrian Exhibition (Arabian Passion).

· Established the first global Horse Auction in Damascus in January 2011.

· Specialist in the special events, multi-tasking, coordination and assisted meetings of 10 - 400, producing such as Medical & pharmaceutical congresses and conferences.

 making sure every conferences stick to budget and recognize opportunities and areas for the cost savings. 

 Supervise over 18 events all over Syria ,one in Dubai  and one in Cairo.
 Design and implement 1 event for the year 2012 in Damascus( APLAR 2012). 

 Discuss corporate rates for favored hotels 

 Made, handle and maintain good relationships with the venue & logistics providers.
· Offer onsite help, including registrations, set ups and tear down.
· Changed and created (Launched) the new style and LOGO for the company.
November 2007
Executive Secretary / PA
November 2010          The Zayed bin Sultan Al Nahayan Charitable & Humanitarian

                                    Foundation, Abu Dhabi, UAE

· Responsible for all office management activities in the Investment office at the Foundation, and all communications with the HRD regarding recruiting new employees.
· Communication assistance; such as Scheduling of meetings, Phone operation and reception.

· Responsible for all incoming and outgoing mails.

· Arranging hotels reservations and banquets for Investment office guests.
· Responsible for all Procurements in the Department.

· Managing all type of filing inside the office.

February 1999

Executive Secretary 
July 
   2007

Abu Dhabi Investment Authority (ADIA), Abu Dhabi, UAE

· Responsible for all office management activities in the External Funds Department and all communications with the HRD regarding recruiting new employees. 
· Financial document filing, periodic financial report generation and distribution to senior staff and management, and inter-office correspondence, verification and distribution plus creating and updating those files.
· Coordinate video conferencing requests and schedules.

· Processing time attendance tables, leave requests, duty resumption, and sick leaves.

· Verify investment agreements and contracts with fund managers and prepare proposals for the Investment Committee and the Administration committee.

· Automated Data Processing (ADP) support to office staff and managers including, desktop publishing, graphics design, form design, computer software library, hardware and software minor maintenance, MS-Office technical support, and specialized financial software (Bloomberg, FACTSET, Reuters) assistance.

· Screening all incoming mail and deliver outgoing mails.

· Receive visitors, arranging hotels reservations and banquets plus all travel arrangements such as packages and tickets for employees and Management.

· Acting as Assistant IT coordinator to manage all data’s within the department along with the IT Department.

· Appointed as the Fire Coordinator in 2003, and Moving coordinator to help and coordinate with Services Department moving to the New HQ.
· Assistant Safety officer for the Department by completing some courses at Abu Dhabi Civil defense headquarters for safe practices ,being responsible for all safety procedure during structuring the new ADIA headquarters and involved in preparing the blue print of the Department and design to meet the safety measurements such as Electrical and way of designing offices inside the floor .

· Responsible for all Procurements in the Department and dealing with vendors outside ADIA.

· Acting as an office manager for External Funds Department and a PA for the Executive Director of the Department (H.H Shk.Mohd Bin Khalifa Al Nahyyan).

January 1998

Council Secretary
January 1999

Syrian Association of Tour Guides, Damascus, Syria

· Founding member of the association.

· Promoted the association business and relationships with the Ministry of Tourism and other tourism establishments in Syria.

· Review trips’ safety plans and promote safe driving habits. Enforce driver’s safe acts and unsafe acts and involved in teaching tour guides the act of defensive driving by arranging some workshops and sessions with a coordination of Shell Syria.
· Provided links between travel agents and tour guides in the Country.

· Maintained and managed an extensive database of tour guides professional and personal information.

· Organized the Association Annual and General Meetings and produced weekly and monthly activity reports.

· Held and supervised tour guide qualification exams in cooperation with the Ministry of Tourism.

· Responsible for registering tour guides in the Association according to their professional skills (languages, years of experience).

· Managing and organizing along with ministry of health and civil defense in Syria special courses for the tour guides members to enhance their information and techniques in helping the customers.
January  1999

Tour Coordinator and Senior Tour Guide
June       1994

Dawn Travel & Tourism, Damascus, Syria
· Organized conferences, tours, and meetings on behalf of organizations, Government agencies and private tour operators.

· Arranged for hospitality tours of VIP visitors and Government guests.

· Successfully organized the Arab American Cancer Convention and Annual Meeting, and the 2nd Annual Conference of Cardiovascular Surgery.

· Arranged for guest reservations, tours, and activities within and outside Syria.

· Responsible for operating daily tours and sightseeing excursions.

· Planned marketing strategies, which was targeted at prospective clients to significantly increase client list; emphasized team management to increase sales.

· Handled customer complaints and resolved problems effectively and expediently to client’s satisfaction.

· Utilized initiative, sound judgment and extensive contact to build client list to ensure successful operation of travel agency.

· Responsible for reservations of airline tickets, hotel rooms, restaurants, and transportation.

· Handled special purpose (Study) tours arranged by International Institutions such as Smithsonian, British Museums, and Dublin University.

· Managed commercial, corporate, professional, and consumer accounts geared to planning complete itineraries for worldwide destinations.

· Oversaw customer discrepancies, errors, and problems; ascertained approach to resolve difficult situations efficiently and expeditiously to customer’s satisfaction.

· Maintained reasonable communications with major contacts rendering services to agency thus assuring prompt attention to customers needs; served as liaison between wholesalers and agency.

References Available Upon Request

Training Made at SANID and details:

Level 1 Training - Emergency Response Volunteer
I have made a total training time for Level 1( basic and continuous repeat ion over 8 month to become an Assistant Instructor), with 12 hours of basic Community Emergency Response Training (CERT), 6 hours of first aid/CPR training and 6 hours for skills review and a practical exercise.

CERT Basic Training (12 hours)
· Disaster Preparedness - How disasters affect society and individuals and how to prepare for them

· Leadership - CERT structure, organization and how to work safely in emergency situations

· Disaster Medical Operations - How to provide basic life-saving medical aid for large numbers of victims in large-scale emergencies

· Fire suppression - Theory and practical training in basic fire safety and fire suppression techniques

· Disaster Psychology - Insight into the psychological effects on rescue workers and victims during disasters

· Light Search and Rescue - Basic techniques for conducting search and rescue operations

· Terrorism Awareness - Basic knowledge of terrorism and warning signs

· Triage - How to efficiently identify which victims most urgently need medical support in mass casualty situations

· Cribbing and Lifting - Basic training in how to safely extricate victims trapped under heavy objects

First Aid and CPR (12 hours)

CERT Skills Review and Practical Exercise (24 hours)


Level 2 Training - Advanced Emergency Response Volunteer
The total training time for Level 2 is 50-60 hours, with 24 hours of basic training at Level 1, crisis management training (30-36 hours), and a 6-12 hours practical exercise and disaster simulation.

· Emergency Response Volunteer Basic Training (24 hours) 
· Crisis Communication and Crisis Reception Points (3 hours) - How to deal with people in a crisis, how to provide information in a crisis and how to establish crisis reception points capable of assisting large numbers of people following an emergency.

· Management of Spontaneous Volunteers (3 hours) - International experience shows that in large-scale disasters and emergencies, large numbers of ordinary people may want to help; this can put great pressure on the emergency response authorities. This training session includes the 30-minute method, a special methodology adapted by the Swedish Civil Defense League for organizing spontaneous volunteers, categorizing them and assigning them tasks

· Advanced First Aid and AED Training (9 hours) - More extensive first aid training with a wider range of skills, including the use of an AED (automated external defibrillator) for use in case of cardiac arrest

· Advanced CERT Training (6 hours) - Continued training in CERT skills and additional insight into safe and organized rescue work during disasters.

· Team Organization and Local Orientation (3 hours) – I was assigned to my local SANID team( Central Abu Dhabi ) and taught how the team operates when called to respond. trained in safe operating procedures and given information about the team's area of operations, including local risk factors, vulnerabilities, and emergency responders

· General Leadership and Team Building (9 hours) - Level 2 volunteers undergo general team building and leadership training to create strong local SANID teams, allow me to understand the roles of, and work effectively with, the leaders, and vice versa. This training is uniquely tailored for advanced emergency response volunteers and builds on their previous training.

· Advanced Emergency Response Volunteer Practical Exercise and Disaster Simulation (12hours).when I have completed the second level, practiced my skills by responding to a simulated emergency situation as part of an organized team. This practical exercise is even more advanced and more realistic than the practical exercise at the end of Level 1.and continued over 8 month each Saturday to become Assistant Instructor.
