
NahlaMohamedAbdEl-Samed

Personal
Information

Education

EducationalAttainment B.Sc.ManagementInformationSystems

DateOfGraduation May2007

GradeOfGraduation Pass
Division Arab

ExperienceofWork

Salescoordinator&officemanageratNileMedicalGroupcompanyfrom
2020tillnow

OperationSpecialist/DataEntryatDream hospitalfrom 2019to2020,
elReyadahospitalfrom 2016to2017,MiddleEastCompanyforChemicals
from 2013to2016,InternationalHospitalforUrology&Nephrologyfrom
2011to2013,MisrInternationalHospitalfrom 2010to2011

MarketingRepresentativeatThebesAcademyfrom 2005to2007

ITDirectorAssistantatInternationalHospitalforUrology&Nephrology
from 2008to2010

ComputerTeacherattheHadadschoolfrom 2007to2008

Freelancemarketerfrom 2004to2007.

Address 3El-ShahedShabanst.SidiBasher
City Alexandria
MobileNo 01023222580
E-Mail Nahlaabdelsamad@yahoo.com &Nahlaabdelsamad@Gmail.com
MaritalStatus Married

Ihavethepleasuretopresentmyselftoyouthroughmycurriculum

vitae&Ihopethatmyexperiencemeetsyourrequirementsforthe

intendedcareer.



JobDescriptionasSalescoordinator&officemanager:
Provideadministrativeassistancetothecompany'steam andPersonalassistancetothe

salesmanager.
Handleandprioritizealloutgoingorincomingcorrespondence(e-mail,letters,packagesetc.)
Handleconfidentialdocumentsensuringtheyremainsecure.
Createandmaintaintheappropriatefillingsystem andcoordinatebetweendifferent

departments....etc
Coordinatewiththeotherdepartmentsinachievingthecompanygoalsasmuchasshecan.
Identifyofficeneedstopurchasethencoordinatewithsuppliersandgetsuitableoffers.
Processingtherequireddocumentsforregistrationandfollow-upwithmessengerthesteps

fordeliverytotherequiredauthorities.
Trackingthearrivalofshipmentssentorreceivedbythecompany.
Keepsmanagementinformedbyreviewingandanalyzingspecialreports;summarizing

information.
Recordmonthlyattendance,monthlypettycashreportandsenditfortheHRmanagerbythe

endofeachmonth.
Updateappointmentcalendarsandschedulemeetings/appointments.
Perform otherclericaladministrativedutiessuchasfiling,photocopying,collating,faxing,

calls,etc.
Attendmeetingstotakemeetingpointsifrequired.
Perform anyotherrequestedtasks.
Maintainssafeandcleanreceptionareabycomplyingwithregulations.
Assurethepaymentofthecompany'smonthlybillsontime.
 Coordinatesalesteam bymanagingschedules,filingimportantdocumentsand

communicatingrelevantinformation
 Respondtocomplaintsfrom customersandgiveafter-salessupportwhenrequested
 Storeandsortfinancialandnon-financialdatainelectronicform andpresentreports
 Handletheprocessingofallorderswithaccuracyandtimeliness
 Inform clientsofunforeseendelaysorproblems
 Assistinthepreparationandorganizingofpromotionalmaterialorevents
 Ensureadherencetolawsandpolicies

JobDescriptionasanOperationSpecialist&DataEntry:
Collectingandenteringdataindatabasesandmaintainingaccuraterecordsofvaluable

companyinformation.
Maintainingaccurate,up-to-dateanduseableinformationinoursystems
Insertcustomerandaccountdatabyinputtingtextbasedandnumericalinformationfrom

sourcedocuments withintimelimits
Compile,verifyaccuracyandsortinformationaccordingtoprioritiestopreparesource

dataforcomputerentry
Reviewdatafordeficienciesorerrors,correctanyincompatibilitiesifpossibleandcheck

output
Researchandobtainfurtherinformationforincompletedocuments
Applydataprogram techniquesandprocedures
WorksonPrimecare,SotecandClinicom programs

Others Computerskills languages

Type Microsoftoffice English

Level Excellent Good



Thanks


