

SUHAIR SAMEER ABU MAYYALEH

ADDRESS: AMMAN- JORDAN
CONTACT: :+962796477320
E-MAIL: SABUMAYYALEH@YAHOO.COM
SUHAIR123@ICLOUD.COM
DATE OF BIRTH:FEB 2, 1985
NATIONALITY:JORDANIAN
 
PERSONAL SUMMARY
I am a driven and motivated individual who has a strong desire to succeed and the ability to bring the best out in others. As a highly organized professional with superb sales skills and a can-do attitude, I can not only quickly become a key member of any team, but also make an immediate impact on a stores bottom line. In addition to this, I possess superb management skills that enable me to coach, motivate and develop staff in every aspect of a business. Right now I am looking for a suitable position with a company that will provide me with all of the support and opportunities I need to realize my full potential.
EDUCATION :
Finance and banking sciences
CAREER HISTORY
■ 16/10/2006 to 30/6/2010 G.M administrative assistant
(Sami N. Khoury & Co. )
 
Duties;
• - Provide administrative support to Vice President in a timely and courteous manner
• - Arrange for and manage material for Vice President’s meetings with staff and clients which requires initiative, industriousness and the ability to work to tight deadlines
• - Utilize fast and accurate touch-typing skills to record minutes in shareholder and board of directors meetings
• - Responsible for word processing collation of official company documents such as annual reports, prospectuses, executive summaries and contracts
• - Monitor existing documents to ensure they remain thorough, accurate and up-to-date
• - Answer telephones, and direct calls efficiently or take accurate messages where appropriate
• - Respond to email enquiries from the general public
• - Reconcile expenses and general administrative duties
- Prepare, record, check over and proofread correspondence, invoices, presentations, brochures, publications, reports and relevant material
- Record and prepare minutes of meetings
- Organize travel schedules and book reservations
- Determine and launch office procedures
- Open and distribute incoming regular and electronic mail and other material and co-ordinate the flow of information internally and with other departments and organizations
- Set up and uphold manual and automated information filing systems
- Order workplace supplies and maintain record
- Schedule and verify appointments and meetings of managers
 
SPECIAL SKILLS
 
● Customer service
● Record maintenance
● Transcribing dictation
● Letter drafting
● Events coordination
● Staff training
● Correspondence handling
● Travel arrangements
● Confidentiality
● Multicultural interaction
● Office procedures
● Supplies management
 
TECHNICAL EXPERTISE 
Office Equipment: Fax machines, photocopiers, video conferencing, PABX systems, and general office equipment
Computer: Spreadsheets, word processing, database management, typing speed: 60 WPM
MS Office: Word, Excel and PowerPoint
 
 
■ ROYAL JORDANIAN AIRLINES/FLIGHT ATTENDANT: FIRST CLASS EXPIERENCE
    2010-2011
 
■ ARAB WINGS PRIVATE JET/ FLIGHT ATTENDANT-
2011-2016
 
Languages :
 
 
 
 
Reference :
Upon equest
 
 
 
• English:very good
• Arabic: very good
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