MOHAMED HANIEA

Qoo/(inq /or an exciting and Jt/nam[c role where I can utilize my skills and experience fo drive )‘anqi[)[e results ?assionale about Jjoining an

organization that /osfers a culture u/ innovation. continuous /earninq and Per‘sona/ qruwf/l,

EXFPERIENCE

CONTACT INFO

a0 Al Tanmyah Services Phone: 545126694
Do 2015 of/i ce assistant Email hani/ 5669@qmailcom
Or‘qanizinq and maintaining electronic and paper /i[es and managing projects. * j{nswer‘inq fe[eplwne @O @ ] O O 6 ]98 5
direct screen calls fa/(inq and r-e[aqinq messages. * Mniforinq the use o/ equipment and supp[ies . ’ |
within the oﬁ[ice * @ealinq with queries or requests /l‘om the visitors and rl y * Coordinati q Gen(!en' ]%[e
the maintenance and repair o/ o/fice quipment * ng isting other administrative sfa/f in wide range 0/ ]Va - [’hf [n Jian

o/](ice duties * Co//ecfinq and c/isfri[vuﬁnq couriers or par-ce/s among emp/oqees and opening and sort-

ﬂc[c[ress’ Deira Dubai Thited ﬂmb Emirates

ing emails * Helpinq the receptionist secretaries or other administrative assistants in per/orminq their

duties S K] L i CS,
Communication
Oet 20/]4 ¢ cﬂﬂ Enmqaln Services
]
2502{'8 waiter Lea(!ers/u'p
Greet and escort customers fo their fab[es?repare tables Ll/ setting up linens silverware and q[asses C
[n/orm customers about the Jaq.s specia/sSerue /ao([ and drink orders Check dishes and kitchenware O "
rqanization
/or‘ leanli and presentati and report any prob[ems ﬂr‘r‘anqe table settings and maintain a fit{q
G
Jininq ar'eaCarr-y Jirh, p/afes q/asses and silverware to kitch ][or- leani _,%//ow all relevant health ? L[ [ )
Jepar{menf reg fati ?rol)izle llent cust service to quests robiem solving
D
EDUCATION —
T;me management
JM[IW8 ® /llquf‘ secont!ar'q SCAOO[
Governmenf [_[lqll SC/!OO[ WGWG 88
ZOélg ®  bachelor markefinq management gnqlislt

y{nnamalaai Q];liversifq f'[in di
ﬂ CH]E VEM EN T Ma/aqa[am

® Rz—or-qanizecl somef/zinq to make it work better. IJenﬁfiec/ a pr-ob/em
and solved it Come up with a new idea that impr-ovecl f/u'nqs HO@@[ES
@eve/opet[ or imp/emenfeJ new pr-ocec/ures or systems Worked on spe—
cial projects Receiue(! awards @een complimenfetf Aq your supervisor
Reading

or CO_U)OI"kEI"S



