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NAME: MISOUN FAROK NASSAN AGHA
DATE OF BIRTH: JUNE 17, 1966
PLACE OF BIRTH: SYRIA - IDLEB
CITIZENSHIP: SYRIAN
VISA STATUS: PERMANENT RESIDENT
MARITAL STATUS: SINGLE
RESIDENCE PERMIT: IQAMA
EMAIL: MAISOUN.NASSANAGHA@IODPHR.ORG
F.B: HTTPS://WWW.FACEBOOK.COM/MAISOON.NASSANAGHA

ADDRESS: JEDDAH- ALRAWDA – IBNZAIDOUN STREET
           
EDUCATION

Bachelor degree - English Literature. University of Aleppo, Syria. From 1984 – 1987

Master degree - International Business Administration (HR) from American Liberty University, California.  From 2008 -2009
PHD/ on process, (humanities). University of Vienna, Austria  From 2013- currently on.
Self-evaluation & Creative thinking courses through several training sessions.

Personal attributes:

///   Writer

///   An ambassador for the international organization for peace defenders and human rights and non-violence, / IODPHR/

///   A member in the committee of public relations in the Saudi assembly for culture and arts/ Jeddah.

///   Volunteer in the VAT organization/ Jeddah.
A well-known writer and poet in social media.

///   Won a prize of documentary movies directors, representing kingdom of Saudi Arabia in CAM FESTIVAL/CAIRO/ 

///   Has a volunteer certificate in King Abdul-Aziz University /center of excellence .

///   Got honoring certificates for twenty years teaching English in Jeddah.
[bookmark: _GoBack]References are available on request.


PROFESSIONAL PROFILE

A DEDICATED POSITIVE AND RESULTS-DRIVEN ENERGETIC EXCUTIVE SECRETARY, AND ALSO A WRITER, COMMITED TRANSLATOR, EDITOR IN MEDIA, AND ARABIC ENGLISH AMENDMENTS CORRECTOR FOR BOOKS AND ESSAYS.

 A LONG EXPERT AS A GROUP WORK SUPPORTER WITH A HIGHLY SUCCESSFUL BACKGROUND IN THE ACHIEVEMENT OF FRUITFUL GROWTH THROUGH THE CREATION AND EXECUTION OF SUCCESSFUL STRATEGIES.  POSSESSES EXCELLENT INTERPERSONAL, COMMUNICATION AND NEGOTIATION SKILLS AND THE ABILITY TO DEVELOP AND MAINTAIN MUTUALLY BENEFICIAL INTERNAL AND EXTERNAL RELATIONSHIPS.  ENJOYS BEING PART OF, AS WELL AS MANAGING, MOTIVATING AND TRAINING, A SUCCESSFUL AND PRODUCTIVE TEAM OF WORKERS, AND THRIVES IN HIGHLY PRESSURIZED AND CHALLENGING WORKING ENVIRONMENTS.
  

EXPERIENCE, SKILLS & KEY COMPETENCIES

 Strong organizational and time management skills. In depth knowledge of secretarial software, Outlook, Microsoft excels and Word.  Excellent presentation, interpersonal & communications skills - both written & oral.
Business development skills Able to identify and qualify potential new clients. Experience of and able to communicate effectively with key decision makers i.e. Heads of Departments and senior managers. Ability to recognize buying & closing signals. The ability to research potential corporate clients in detail. Familiar with risk assessment, asset class analysis, ratings and forecasts and rigorous benchmarking of the business environment. Conversant with Microsoft office applications and CRM database systems. Identifying cross-selling opportunities. Preparation of tenders for new business. Knowledge of how to cleanse and maintain prospect and customer records on the database. Can speak fluently English language. 
Self-motivated and can act on own initiative. Can quickly learn in a consultative work. Excellent negotiation and problem solving skills. Flexible with working hours. Adaptable and have a positive attitude towards change. Motivated, persuasive and goal orientated.  

Duties: 

Responsible for all company secretarial functions, duties and responsibilities. Organizing, preparing agendas for, and taking minutes of board meetings. Monitoring changes in the business legislative and regulatory environment. Providing advice to colleagues and senior managers on administrative matters. Maintaining statutory books i.e. registers of members, directors and secretaries. Updating and maintaining all licenses and Companies House records. Dealing with correspondence. Developing & implementing admin policies & procedures to improve efficiency. Involved in the creation of new companies and limited partnerships. 
Preparing and filing dormant accounts.   Reporting in a timely & accurate manner on company procedures & developments. Ensuring the company complies with standard legal practice and maintains standards of corporate governance.


 Identifying, researching and targeting new business prospects. Liaising with new and existing clients over the phone and meeting them face to face. Gaining new appointments from hot and cold leads. Managing and maintaining databases of potential clients. Developing strong working relationships with prospective new clients. Producing monthly pipeline reports for management purposes.   Providing support to the sales and marketing team through a variety of additional activities.
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