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193, Abdel-Rahman El-Rafee Street, Bacos,
                                                                                               
Alexandria, Egypt

                                                                                               
Mobile : +2-01000444661
                                                                                                                   +2-01003591523

                                                                                                    
E-mail  : naglaa.mostafa@lemeridien.com

                                                                                                                    noga-fantasyland@hotmail.com
                   Naglaa Mohamed Mostafa
                                                                                        
Career Profile:

A highly dynamic, skilled and qualified administrative assistant with diverse knowledge of handling administrative tasks.
Seeking a position as Executive Administrative Assistant to utilize my proficiency and knowledge in a prestigious and distinguished company.
Professional Qualifications:

• Possess professional experience as Administrative Assistant.
• Possess excellent organization and management skills.
• Possess knowledge of modern office procedures, practices and equipment.
• Possess knowledge of company regulations and procedures.
• Goal oriented and ability to handle multiple tasks.
• Provide high level-administrative support by conducting research, preparing reports and handling information

   requests.

• Ability to maintain detailed records according to prescribed format.
• Ability to retrieve and utilize information from multiple sources to complete assignments.
• Ability to compose correspondence dealing with routine inquires regarding the service or procedures of 
   the organizational unit.
• Possess knowledge of administrative and clerical procedures.

• Experienced in information and communication management.

• Good typing speed.
• Possess excellent written & verbal communication in English.
• Possess excellent written & verbal communication in Arabic.
• Possess excellent inter-personal skills and the ability to communicate clearly and effectively with varied 
   parties.
• Possess experience of relevant software applications - spreadsheet, word processing and database
   management.

• Listen, understand and execute instructions is reliable and punctual.
• Systemized knowledge in organizing/filing documents.

• Able to draft letters on my own.
•
 Excellent in Microsoft Office, Excel, Outlook, and Power Point.
• Ability to work under pressure.

• Confidentiality.

• Excellent team player.

• Time management skills.
Career History:
- January, 2008 to date Le Meridien Dahab Resort “Starwood Hotels & Resorts”
                                “Hotel & Hospitality”
· Administrative Assistant to Director of Finance

•
Responsible for providing secretarial, clerical, office management and administrative support to the

      executives. 

•
Ensure work performance in strict confidence and in accordance with modern professional secretarial 


principles and techniques.
•

Providing logistical and administrative support for non-programme internal and external meetings, 



conferences, workshops and other events, including: room booking; travel and accommodation 



arrangements; preparation & distribution of documentation. 

•

Maintaining the manager's appointment schedule inside/outside office.
•

File and retrieve documents and reference materials.
•

Responsible to liaise with internal and external contacts on various business needs.

•

Type correspondence, reports forms, contracts, bulletins, manuals, narratives, other documents as required and related office material which may require a familiarity with business, finance, legal etc. 
•

Conduct research, assemble and analyze data to prepare reports and documents.

•

Manage and maintain executives’ schedules, appointments and travel arrangements.
•

Complete knowledge of supplies, equipment and services ordering and inventory control.
•

Responsible for ensuring accurate minutes of meetings are taken and approved minutes are distributed


to appropriate personnel.
• 

Responsible for scheduling conferences and meetings; contacting individuals to participate, assuring


convenient time for all those involved or arranging time changes convenient to all participants.   
•

Manage incoming telephone calls by answering, re-routing, concluding telephone enquiries.
•

Receive and interact with incoming visitors, handle their inquiries and direct them to the appropriate person.
•

Diary management; preparation of detailed international travel itineraries (correspondence, support and 



management of highly confidential matters).

• 

Interact with external clients.
•

Expense Management.
•

Excellent ability to make administrative/procedural decisions and judgments.
• 

Ability to multi-task by managing different projects at one time.

• 

Other related secretarial/administrative duties as assigned by the manager.

•

Responsible for making domestic and international travel arrangements for senior-level executives via the


Internet. 
•    Handle all courier invoices.
•

Understanding and translation of administrative and operating policies and procedures.
•
Prepare innovative strategies and plans to achieve the targets as well as the goals of the hotel.
• 

Ability to learn additional skills.

• 

Covering for GM Personal Assistant’s absences.
- February, 1996 to December 2007 Mostafa Deabees Chartered Accountant Office 
                                                 “Accounting & Auditing”




    “Part Time”



· Executive Secretary
•
Ensure that the office complies with all the laws and acts in accordance with regulatory and take care of all the legal matters. 

•
Maintenance/management of accounting procedures and policies.  

•
Updating work planners in Excel.  

•
Preparing files to go into storage.  

•
Handle the tasks of providing executive-level administrative support to the concerned executive managers. 
•
Perform variety of administrative tasks for the executives which includes but is not limited to: organizing
an appointment calendar, screening visitors and telephone calls, answering routine correspondence, accumulating information for reply to requests by correspondence and telephone. 
•
Prepare management reports and maintain proper records of files.
• 
Responsible for maintaining good rapport with the officers and staff.
•
Prepare invoices, reports, memos, letters, financial statements and other documents, using word processing,


spreadsheet and database.

•
Read and analyze incoming memos, submissions and reports in order to determine their significance and


plan their distribution.
•
Booking Flights and travel.
•
Arrange and coordinate meetings and events.
•
Attend meetings and record minutes.
•
Arrange travel reservations for the executives when required.
•
Monitor, respond to and distribute incoming communications.  
•
Receive and interact with incoming visitors.
•
Handle the charge of answering phone calls.
•
Gather and compute information for the executives on special assignments, regular reports, budgets, or speeches. 
•
Responsible for arranging and attending meetings with executive officers.
•
Ensure operation of equipment by completing preventive maintenance requirements, calling for repairs and 


maintaining equipment inventories.

•

Research Support. 
•
Prepare daily reports to the manager.
                                 - February, 1996 to March 2004 Altarek Shipping, Forwarding & Commercial Agencies 


                                                “Import Industry”
                                                                        “Part Time”  

· Executive Secretary
•
Handle the tasks of managing calendars, scheduling meetings and filing expense reports.
•
Assist with the coordination of the weekly and monthly manager’s meeting.
•
Cooperate in the maintenance and modification of company data collection systems.

•
Responsible for preparing outgoing mail and correspondence.
•
Handle the tasks of recording and transcribing minutes of meetings as per requirements.
• 

Assist with database management for quality assurance.

•

Maintain and organize the office files; assure that proper security measures are followed concerning confidential files and materials; maintain manuals, regulations, etc. 
•
Responsible for coordinating department schedules. 
•
Assist in reviewing the plans and monitoring variances in the organization.
•
Interacting with computers, using computers and computer systems to enter data and process information.

•
Communicate with supervisors, peers or subordinates, providing information to supervisors, co-workers


and subordinates by telephone, in written form, e-mail or in person.
•
Ability to cope with stress and work in a fast-paced environment.
•
Excellent attention to detail.   
•
Perform other administrative tasks as required.
                                - October, 1995 to January 1996 Americana Group 
                                                                       “Food Industry”
· Executive Secretary
•
Create and maintain reports and records, such as financial reports, applications, recommendation for solution of administrative problems, reports and administrative orders.
•
Maintenance and arrangement of reports, documents and files for easy retrieves, storage for record and future reference.
•
Getting information, observing, receiving and otherwise obtaining information from all relevant sources.

•
Establishing and maintaining interpersonal relationships, developing constructive and cooperative working relationships with others.
•
Preparation, assignment, reviews, tracks correspondence assignments.
•
Maintain various databases.
•
Improvement of workflow and simplify reporting procedures. 
•
Responsible to open, read, route, and distribute any incoming mail (faxes, letters, etc.) and other related 

material as required.

•
Read and respond to correspondence.

•
Plan meetings and conferences. 
                               - August, 1992 to September 1995 Egyptian British for Hatcheries 
                                                                         “Food Industry”
· Executive Secretary
•
Handling enquiries. 
•
Organizing and storing paperwork, documents and computer-based information; photocopying and printing various documents, sometimes on behalf of other colleagues. 
•
Handling calls and promptly forward them to appropriate person.
•
Compose and distribute inter-departmental memorandums ensuring timely delivery and receipt of important 

information while at the time maintaining confidentiality. 
•
Prepare and edit correspondence, communications, presentations and other documents.                                                                       
•
Organizing sort and assign mail distribution for all the employees.
•
Organizing, planning and prioritizing work.
- April, 1991 to May 1992 Alextimber Co. 
                                          “Import Industry”
· Executive Secretary

•
Handling all official company correspondence efficiently.
•
Upgrading all office filing system.
•
Typing entire company documents and correspondence.

•
Operate office equipment.

Professional Achievements:
•
Successfully maintained healthy work environment.

•
Improved business prospect and the quality of clerical work.
Personal Details:

· Name

:
Naglaa Mohamed Mostafa
· Date of Birth 

: 
23rd of January, 1968
· Nationality

: 
Egyptian

· Marital Status

:
Single 

· Employment Status
:
Full Time
Education Summary: 

· Bachelor’s degree in History, Faculty of Arts, Alexandria University,  


Class of 1990 

Courses & Training:
· Tabletop Crises Training, Le Meridien Dahab

· SPG Awareness Training, Le Meridien Dahab
· Personal Assistant to GM Training, Le Meridien Dahab
· Skills for the Administrative Assistant, Elements for Training, Recruitment & Consultancy

· Revenue Cycle Cross Training, Le Meridien Dahab
· German Language Training, Le Meridien Dahab 

· HRmis Attendance Training, Le Meridien Dahab
· MC Implementing Training, Le Meridien Dahab
· English Course - Level Translation, American Language Institute
· Diplome de Langue Francaise, Centre Culturel Français

· Anti-Corruption: Starwood Global Edition 2015 
August 15, 2015
· 2014 Worldwide Code of Business Conduct and Ethics Recertification 

January 4, 2015 

· Le Meridien Managers Service Culture Learning Pathway December 24, 2014 
· Introduction To The Welcome – (N/A) English 

November 18, 2014
· 2014 Finance Code of Ethics Recertification  
November 18, 2014
· SPG Preferences Overview – English 

November 6, 2014

· 2013 Worldwide Code of Business Conduct and Ethics Recertification 

December 30, 2013
· 2012 Finance Code of Ethics Certification

July 23, 2012
· Anti-Corruption: Global Edition

January 13, 2012

· Finance Code of  Ethics Recertification – 2011
July 19, 2011

· Worldwide Code of Business Conduct 2010

December, 14, 2010

· Service Culture 

Reference:
· Mr. Mahmoud Hammad
Deputy Director of Finance at le Meridien Dahab Resort

Mobile No.: +201222706248

E-Mail: Mahmoud.Hammad@lemeridien.com

