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	PERSONAL INFORMATION
	Khalid Abu Samaan 
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	Sex Male | Date of birth 28/09/1994 | Nationality Palestinian (Autonomous Palestinian Territories) 



	JOB APPLIED FOR
	Health Administrator



	WORK EXPERIENCE
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	06/07/2014–05/10/2014
	Medical administrative assistant

	
	AlHuda Health Center, Gaza (Autonomous Palestinian Territories) 

	
	· Good behavior with doctors and patients.
· Following the orders and instructions.
· Commitment to working time.



	01/03/2015–30/08/2015
	Medical administrative assistant

	
	Shifa Hospital, Gaza (Autonomous Palestinian Territories) 

	
	· Application of nursing work.
· The ability to work under job pressure.
· Good behavior with doctors and patients.



	18/01/2016–25/08/2019
	Data entry clerk

	
	Wassem Phone Cener for Mobiles, Gaza (Autonomous Palestinian Territories) 

	
	· Perform work effectively.
· Good disposition with co-workers.
· Gain electronic experiences.



	01/12/2018–Present
	Legal administrative assistant

	
	Ceneral Attorney, Gaza (Autonomous Palestinian Territories) 

	
	· Confidentiality at work.
· Team spirit.
· Good demeanor with citizens.



	EDUCATION AND TRAINING
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	27/08/2011–24/06/2012
	High school certificate "Tawjihi"
	EQF level 3

	
	Abu ther Alghafari high school "state school", Gaza (Autonomous Palestinian Territories) 

	
	General
Arabic, English, Islamic Education, and I Humanitarian steams
History, Management and Economy, Geography, Math, Scintific cultre and Contemporary Issues.



	02/09/2012–10/06/2014
	DIP in Medical secretary
	EQF level 5

	
	Al-Azher University of Gaza "AUG", Gaza (Autonomous Palestinian Territories) 

	
	General
· Arabic Language.
· English Languge.
· Introduction to computers and the Internet.
· Islamic and Palestinian studies.
Occupational
· Anatomy, physiology and pathology.
· Professional ethics.
· Arabic and English printing.
· Office management.
· Public health and first aid.
· Health information systems and medical records.
Skills
· Good communication and interpersonal skills.
· An interest in researching medical matters.
· The ability to keep important and sensitive information confidential at all times.
· The ability to keep calm in stressful situations.



	02/05/2015–28/05/2015
	Preparation and writing managment reports Course
	

	
	A Chance Center for Training and Development, Gaza (Autonomous Palestinian Territories) 

	
	· Managerial writing requirements: reports, letters, records, and memos. 
· Planning and organizing reports to find out results and make recommendations.
· Preparing information and analytical reports. 
· Language drafting skills of preparing letters.



	08/06/2015–29/06/2015
	Secretariat Skills course
	

	
	A Chance Center for Training and Development, Gaza (Autonomous Palestinian Territories) 

	
	· Good communication, customer service and relationship-building.
· The ability to Negotiation and Flexibility.
· Tact, discretion and diplomacy.
· The ability to use standard software packages (eg Microsoft Office).



	06/09/2015–07/08/2018
	B.A. in Health department
	EQF level 6

	
	Al-Quds Open University, Gaza (Autonomous Palestinian Territories) 

	
	General
· Islamic culture and The system of governance in Islam.
· Communication, public relations and crisis management.
· Principles of economics and management.
· Accounting and Marketing.
· Social responsibility and professional ethics.
· Law and human rights.
Occupational
· Health legislation and epidemiology.
· Human Resource Management.
· Public relations and computer applications in health institutions.
· Health and social security.
· Total quality management and administrative control in health institutions.
· Accommodation and Nutrition Department.
· Managing purchases and health stores and accounting for health services costs.
· Integrity, transparency and accountability to fight corruption.
Skills
· Effectively communicating to convey policies and procedures to professionals.
· Paying attention to details, including organizing and maintaining the scheduling and billing information for substantial facilities.
· Staying current in healthcare technology advancements and data analytics.
· Offering one’s full attention with regard to what others say, asking questions when appropriate, and not interrupting during inappropriate times.



	21/11/2015–12/12/2015
	Printing course in Arabic
	

	
	Zad Youth Center, Gaza (Autonomous Palestinian Territories) 

	
	· Good hand-eye co-ordination.
· Good practical skills and knowledge of machinery.
· The ability to work to tight deadlines.
· Computer and Problem-solving skills.



	27/01/2016–17/02/2016
	First Aid Course
	

	
	A Chance Center for Training and Development, Gaza (Autonomous Palestinian Territories) 

	
	· Bleeding control.
· Management of Choking.
· Management of a suspected spinal/head injury.



	PERSONAL SKILLS
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	Mother tongue(s)
	Arabic

	
	

	Foreign language(s)
	UNDERSTANDING
	SPEAKING
	WRITING

	
	Listening
	Reading
	Spoken interaction
	Spoken production
	

	English
	C2
	C2
	B1
	B1
	A1

	
	Levels: A1 and A2: Basic user - B1 and B2: Independent user - C1 and C2: Proficient user
Common European Framework of Reference for Languages 



	Communication skills
	· Absorbing, sharing, and understanding information presented.
· Flexibility in thinking and operating style.
· Respecting others’ points of view through engagement and interest.
· Using relevant knowledge, know-how, and skills to explain and clarify thoughts and ideas.
· Listening to others when they communicate, asking questions to better understand.
· Humour and Light-heartedness.
· Diplomacy (handling affairs without hostility).
· Collaborating and working together well.



	Organisational / managerial skills
	· Demonstrated leadership gained from high school.
· Able to prioritize and operate proactively.
· Understanding and appreciating the importance of a job well done.
· Excellent analytical skills with the ability to analyze situations accurately and effectively.
· Enjoying working directly with customers and the general public.
· Strong work ethic.
· Organizing time or events gained through the university.
· Excellent common sense, judgment, and decision-making abilities.
· Researching.



	Job-related skills
	· Business administration and operations.
· Patient care.
· Data analysis.
· Quality assurance and control.
· Communication and Relationship Management Abilities.
· Technical Proficiencies.
· Problem-Solving Capabilities.
· Strong Leadership Capacity.
· Ethical Judgment.
· Quick Thinking.
· Adaptability.
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	Digital skills
	SELF-ASSESSMENT

	
	Information processing
	Communication
	Content creation
	Safety
	Problem-solving

	
	Proficient user
	Proficient user
	Proficient user
	Proficient user
	Proficient user

	
	Digital skills - Self-assessment grid 

	
	· Professional user of Microsoft Office.
· Using the PowerPoint to create lessons.
· Advanced researching skills through the internet.
· Solving computer problems.
· Writing emails and replies.
· Good in using social media.
· The efficiency to convert files to formats.
· Good in photo editing.
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