


Curriculum Vitae
Personal Details

      -     Name           
 : Momina Issam S. Attar.


Sex

 : Female 

· Date of Birth   : 22-9-1984

· Nationality
 : Jordanian 

· Tel. Mobile      :009710567247811
EDUCATION QUALIFICATIONS

Secondary Education

School-secondary commercial.

Tertiary Education.

Travel and tourism management. one year course 


Career:

 A positive go getter-with good knowledge and experience in corporate secretarial scenario. A people oriented team player having the skill sets to perform under tough circumstances in terms of Operations and production timelines.

Experience

1st of Aug 2003 till 30th of September 2004.

Secretary at Jordan Basketball Federation an associate member o the secretarial of the King Abdullah Tournament 2003-2004

Accountability:

· Organizing daily team huddles.

· Co-ordinating team travel plans.

· Making the minutes of the meetings and corresponding them across to meet the timelines

· Organizing and moderating conference calls.

1st of Jun 2002 to 30th of July 2003
Secretary at advocate Dr. Mohammad Abu Hassan Ex- Member of the cassation and Supreme Court of Justice.

Accountability

· Organizing the appointments for the clients.

· Maintaining the follow up and scheduling the tasks.

· Proper file management of every client by digitizing him or her on computer system personal software.

1st of Aug 2001 to 30th of Dec 2001

 Secretary at Alamein for Clearance Transport Shipping.

Accountability

· Scheduling the tasks for the day, week and month and making sure they are carried out in a timely manner.

· Reporting to the operations manager.

30th of June to 30th of July 2001

Secretary at Hanna Kawar for Mobil-com

Computer Skills and Training

· Windows 95-98 Windows XP, 2000

· Power Point

· Microsoft Excel

· Typing (Arabic, English)  

