SARAH ABDEL FATTAH El-DEGHEIDY

14 Masaken Sheraton, 7th area

Cairo, Egypt

Home Phone: (02)2666102

Mobile Phone: (010)5148266

e-mail: anglesasso@yahoo.com
OBJECTIVE 

                                Seeking a challenging position leading to a promising career in a firm
                                or a company which I can utilize and develop my skills in Human   

                                Resources Management, Consulting or Administration.
EDUCATION 

      1997-2001        Ein Shams University               Cairo, EG

                                Licentiate Of Arts , English Literature Department.
EXPERIENCE 

· An English teacher in 2001.
· A Secretary in United International Company, 2002.
· HR Admin in FedEx Egypt Express ,  from 2002 till now.

ROLES AND RESPONSIBILITIES

· Full secretarial duties involving the use of Compaq Computers    
      and IBM compatible, English and Arabic typewriters.
· Typing office correspondences ( letters, Fax, memos….etc).
· Distributing internal and external mail.
· Establishing and maintaining a comprehensive filing system.
· Organizing special events related to the nature of company activities.

· Answer phone calls and handling appointments.
· Handle all employees’ leaves. 

· Coordinate and implement some internal communication programs.  

· Interaction with callers and visitors.

· Translating from English to Arabic and vice versa.
· Handle all the process of issuing the company’s Newsletter.

· Arrange meeting venues, attend meetings, take notes and meeting minutes.

· Handling all Administration tasks. 

SKILLS

Computer Skills:
· Windows XP, 98.
· Microsoft word, word XP.
· Microsoft excel, excel XP.
· Microsoft power point, power point XP.
· Microsoft outlook.
· Microsoft access.
· Internet.
Languages:

· Arabic : Mother tongue.
· English: Fluent in English ( written and oral).
Communication Skills:
· Listening attentively.
· Facilitating group discussion.
· Persuading.
INTERESTS

Reading  and traveling.

PERSONAL DATA
Date of Birth :  February 26, 1980.

Place of Birth :  Cairo.

Marital Status:  Single.

Nationality     :  Egyptian.

References furnished upon request
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