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Walla Hussien Elsabagh
[0103913331 - 0117147837]
[13 ElmoazLidien Allah, Dar Elsalam, Maadi], [Cairo, Egypt]
[walla.hussien@gmail.com]
	Professional Profile

	I'm looking for a job at a valuable company where of can develop my carrier & improve my skills in the field of Administrative Office Management
By my awareness that The office management team focuses on handling all the typical office operations handled in larger organizations, but they do it on a condensed scale. So I think I suit that job in order of I have a whole background in the following areas: 

1- Administrative /HR

2- E-marketing & Analysis and E-commerce
3- Customer services technical related tailor made solution

4- Business Administration & Accounting 

5- Sales & insurance mechanism

6- Web developer & Analysis

7- DB designer 

8- Graphic designer & Data show

	Professional Accomplishments

	Administrative Office Manager
· 10 years experience in secretary field 
· Experience letter from Blatown Company 
· Experience Letter from Mina Group
· Experience certificate from Medstat project for improve Egyptian Statistics in all fields
WHAT I CAN DO:

· (Allianz Egypt [Financial Planner])Sell various types of insurance policies to businesses and individuals on behalf of insurance companies, including automobile, fire, life, property, medical and dental insurance or specialized policies such as marine, farm/crop, and medical malpractice.
· (Office Manager[Medstat Project Office]+ [Elrowad Comapny]+ [Hasan Eliash Factory]) I’m generally responsible for planning, organizing, and supervising the clerical aspect of the organization.I can simplyfing in 8 areas : 

· Administrative. General clerical tasks such as filing, forms and records management, reception, duplication, mail distribution, planning meetings, good telephone etiquette, off-site storage facility, shipping methods, Coordinating for workshops and business meeting and events planning.
For CEO: Assist in executing the day-to-day operations / Maintain all program & projects deadlines telephone messages and fax messages/ Assist in developing and maintaining documents’ workflow including company website Follow-up on all program’s financial related data / Participate in programs related meetings and committees when designated by manager/director / Carry out correspondence and follow-up Organize any meeting/event logistics Submitting weekly report on all activities Skills.
· Accounting. Often times My tasks is also a bookkeeper and handles accounts payable, accounts receivable, bank reconciliations and simple accounting, while the more complex processes are outsourced to a CPA (certified public accountant). In addition, the accounting team may also handle payroll, budgeting and purchasing functions. 
· Customer Service. Unlike larger organizations but in smaller organizations may have only one or two customer service employees who respond to product inquiries, provide pricing information and take orders. maintaining records & ensuring obligations fulfillment the target is satisfy Mr. Client. 
· Human Resources. Many times I have to aware of the field of human resources by processing new hire paperwork, introducing new employees to the organization, providing information about company benefits and similar responsibilities, set all hiring paper and evaluation sheets, balance sheets, etc.
· Facilities Management. I need to ensure that the facilities and external grounds are maintained and to ensure the safety and security of the employees.
· Dispatch. there may be a need to dispatch employees to locations to provide company-offered services. Generally the role of dispatcher falls under the office manager's area of responsibility.
· Information Technology. There are generally two main areas of focus for the office manager: 
· Desktop Support and Telecommunications. Ensuring that computer software and hardware as well as land lines and cell phones are operating properly.
· Legal. Though anything complicated is likely turned over to an outside legal firm, the office manager often times will negotiate contracts for maintenance services, facilities, insurance and similar needs.

	Web Developer & Database designer
· Elkasr Eleiany site
· Mohamy dot com and it’s still updated since 8 years ago
· Design Hr Salary for all employee in IDA (Governorates)
· Try to bound Java programs  with oracle 10 G in Designing websites by having aesthetic touches 

	E-Marketing & Mechanisms Sell
· Marketing Departments & Villas as my private business
· Selling tailor made solution for insurance services
· Marketing many products over gulf countries and deal for long term interaction
· Marketing & booking suits in hotels and motels 

	Work History

	Financial Planner 
	Allianz Egypt, Cairo, Misr elgiga
	15 October 2009

	Office Manager
	Medstat & twinning Project, Cairo 
	March 2007

	Vice-Animation President  for animation
	Mariout Hotel, Cairo, Zamalek
	January 2006 

	District Marketing Manager
	Hasan Eliash Factory for Diamond & Gold products, Cairo, elhussien
	December 2003

	E-marketing & analysis and E-commerce
	Elrouwad Company , Cairo , Elharam
	September 2000

	Education

	Very Good
	Orman Language School, Cairo
	1997

	Good
	License of Arts Seg. Philosophy Cairo University
	2001

	Qualification
	
	

	Excellent
	ICDL & Technical Writing and Presentations Skills 

From : ETC center
	Sep – dec 2001

	Excellent
	Business Administrator for

Feasibility Studies

From: Egyptian Association for Small Business Incubators

	July 2001- Nov 2002

	V.Good
	 Software Skills Development

From : Ministry of Communication & IT


	July 2003 – Jun 2004     

	V.Good
	  Marketing & Advertising studies
From : ElAhram Agency 
	Nov 2004 – Jan 2005

	Excellent
	Data Base Skills Development Courses
	Nov 2007 –April 2008

	Excellent
	Java Programming
	15 july – 4 Nov 2009

	Computer Skills

	1 – Programming languages: -

* Ms Windows.

* Ms Office.

* Perl fundamentals.

* Fundamentals of CGI Programming using Perl.

* PHP. 

* ASP. 

* C Programming (fundamentals).

* C++ Programming (fundamentals) 

* Visual Basic as fundamentals.

* Java programming (fundamentals).

* J2EE.

* J Developer.

2- Database Concepts:

* Data Base Concepts & RDBMS.

* Microsoft Access __ using levels

*  Microsoft Access __ advancing Levels.

* Microsoft Access Practical Project.

* SQL data base.

* My SQL server.

* IBM DB2 Family v. 7.2.

* Oracle 6i, Oracle8i, Oracle9i, Oracle 10g.

3- Computer Graphics

* Mac. Flash 6 , 7 

* Mac. Freehand 6, 7

* MS Frontpage 2000/XP / 2003

* Mac. Dreamwaver6, 7, 8

* Jasc Paint Shop Pro 7 

* Switch 2.0, 2.2

* Adobe Photoshop 7.0 

* Coral Draw 7.0

* XZara.

4- Commerce & Business Courses

* Business and technical English. (a brief of Diploma is studied  at leaders Institude)

* Project Management Fundamentals.

* Small Business. 

* Principles of Marketing Management.

5- Web Development Courses

* Internet fundamental.

* JavaScript fundamental.

* HTML fundamental beginner to be professional in it since 3 years.

* XML fundamental.

* Active Server Pages ({ASP} & {PHP}).

* Dynamic Server Pages (DSP).

* Object Oriented system Analysis Design.

* Ms Project.

* Web Sphere (Java Beans, Java Programming, Java Applets) as fundamentals.

	Personal Skills

	· Advanced communication skills.

· Ability to work under pressure.

· Able to learn new tasks rapidly.

· Self-motivated, dependable and goal-oriented.

· Able to work individually and as a cooperative team member.

· Good leadership skills.

· Good at handling problems.

· Punctual in meeting deadlines.
· Creative Presentation Skills.

· Team Player with demonstrated interpersonal and networking skills/Technical& Business Writing.

· Excellent Management Skills
· Prompt, accessible, resourceful, self-starter, results-oriented with a positive outlook
· Adapting to the different working conditions

	Language Skills

	Arabic : Mother tongue
English: Excellent in writing and listing and speaking

I have a whole language tools so I can translate the commerce sheets , policy sheets media sheets.

French: I practiced this language for 2 years in some works as part time at a tourism companies as a translator

	Personal Data
	                                       Maadi

	Nationality :                               Egyptian

Date of Birth:                                 25/1/1978

Material Status:                             Single

Religion:                                          Muslim

P.I.C.:                                             800341

Cell- phone:                                   0117147837-0103913331

Address:                                        9  street Maadi 
	

	Interesting

	SR Board of Directors, running, swimming, gardening, reading in region & philosophy, computers, going to Cinema & theatre & music concerts 

	References

	Certificates and relevant documents will be furnished upon request And I prefer to call me at Cell Phone


