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                     [Doha Mohamed Abo Ismail]



	       [052 257 2602]                              [doha.mohmed1991@yahoo.com]                          [01 - July - 1991]
    [Abu Dhabi, UAE]                                            [Egyptian]                                                           [Married]

[U.A.E driving license with own car]                                                                                        [Husband Visa]


	Personal statement
	[I’m a consistent, hardworking, highly motivated person. i enjoy working with the public. i feel that I'm a friendly, outgoing and dependable person. i feel it is crucial to demonstrate the importance of my job duties and expectations. i am looking to improve my position in the work force, expand my knowledge and skills. i am also looking to establish long term employment in a friendly environment.] 

	

	

	Career objective
	[Seeking a challenging and growth oriented position where my interpersonal skills can be best utilized; I want to apply my skills to an environment where they welcome new ideas.

Looking for vacancy as a fresher in medical field and to be a part of the challenging team which strives for the better growth of the

organization and which explores my potential and provides me with the opportunity

to enhance my talent with an intention to be an asset to the company ]



	Education
	[Faculty of science, Botany dept.]
[Tanta University]
[July 2012]
[Overall degree :  Good]

	Work experience 
Computer Skills
	[Town Properties Real Estate company ] Abu Dhabi, U.A.E
[Executive Secretary for General Manger cum]
[December 2014 till now]
· Dispatching, receiving and distribution of outgoing / incoming mails/faxes

· Answer a high volume of incoming calls with respect 

· Arranging and maintained meeting and appointment schedules

· Responsible for systematic e-filing and manual documentation of all correspondence , reports etc.
· Make photocopies and files document and correspondence 

· Arrange advertisement for the company properties 
· Performs other related duties as directed by superior 
[Operating systems]

All versions of Windows.
[Applications]

Microsoft Office 2003, 2007 and 2010
Great knowledge with internet.

	
	


	General Skills
	Fast learner and eager to learn more.
Ability to handle pressure.

Good knowledge about sales skills.




	Languages

	[Arabic]
[mother tongue ]
[English]

[Very good]



I will be available upon request
