PHONE 55392351

MONA JAMAL BEDAIR

OBJECTIVE

I have the pleasure to apply for a position in your organization. I
am genuinely interested in working with a highly esteemed
establishment organization like your good selves. I strongly believe
that my academic background, combined with my personality and
skills will be an asset to your team. I also feel confident that I will
meet your acknowledged high — quality work standards.

EDUCATION

2005-2009 Faculty of Commerce — English Section
Mansoura, Egypt

Mansoura University
Avccounting Major

EXPERIENCE

2013 - Till now  Working as secretary at Gulf National
Company (G.N.C.) — Medical Company

I have a good medical background

DUTIES & RESPONSIBILITIES

» word processing.

» audio and copy typing.

» letter writing.

» dealing with telephone and email enquiries.
» creating and maintaining filing systems.

» scheduling and attending meetings, creating agendas, and taking
minutes - shorthand may be required.

» keeping diaries and arranging appointments.



SKILLS

organizing travel for staff.

using a variety of software packages, such as Microsoft Word,
Outlook, PowerPoint, Excel, Access, etc.,, to produce
correspondence and documents and to maintain presentations,
records, spreadsheets, and databases.

devising and maintaining office systems.
booking rooms and conference facilities.

using content management systems to maintain and update
websites and internal databases.

managing and maintaining budgets, as well as invoicing.

liaising with staff in other departments and with external
contacts.

ordering and maintaining stationery and equipment.

sorting and distributing incoming post and organizing and
sending outgoing post.

arranging travel and accommodation for staff or customers and
other external contacts.

liaising with colleagues and external contacts to book travel and
accommodation.

organizing and storing paperwork, documents, and computer-
based information.

photocopying and printing various documents, sometimes on

behalf of other colleagues.

recruiting, training, and supervising junior staff and delegating
work as required.

manipulating statistical data.

arranging in-house and external events.

Language Skills

Arabic: Native Language

English: Very Good

Computer Skills:




Excellent Knowledge of Operating Systems (Windows 98 &
Windows Xp).

Excellent working on The Internet.
Excellent Knowledge of Microsoft Word 2002/2003/2007.
Very good of Microsoft Excel 2002/2003/2007.

I have a very good knowledge of Microsoft power Point
2002/2003/2007.

Very good knowledge of Microsoft outlook
2002/2003/2007.

COURSES & CERTIFICATES

International Computer Driving License (ICDL)
PEACHTREE — An Accounting Application
Customer service

Diploma in human resources management

Projects and international business diploma

HOBBIES & INTERESTS

Reading, Listening to music and shopping.
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