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[Secretary]

Profile

I graduated from the university in XXXX, after the
graduation I worked directly at (Company Name)l in
Egypt as a (Job Name), I worked in ....... Department.
After that I worked for (New company Name) from (date)
to (date) as a (Job Title).

Personal Data

Place Of Birth:
Date of Birth:
Nationality:
Martial Status:
Military Status

Contact Information
Address:

Mobile:

E-Mail Address:

Education and Training

B.A., English Language 2001
XXXX University, Bachelor of Arts, English

In the university, I studied the English literature
including Shakespeare works, Poetry, Drama, the English
Civilization, Translation, Criticism, Phonetics, Grammar
and Computer.

ICDL Training Course 2001

XXXXX Training Center

I received a certificate in windows XP, Office applications
(work, excel, PowerPoint)
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Experience

Secretary

Name of the company, Cairo 2001 to 2003
Working as a Secretary for (Company Name), I was
doing ............ ) ereeeeneanns and ........... subtitles.

Administrator

Name of Second Company, Alexandria 2003 to 2006
Working as an administrator for (Company Name), I was
doing .............. ) eeereneneaens and .......

Languages
Arabic (native)

English (excellent)
I can write, read and communicate fluently.

French (fair)
I can write and read.

Computer Skills
* Windows (All Versions) , M.S Word, M.S Excel, M.S
PowerPoint, Internet.
Other Skills

*Keyboard Touch-typing skills: English (45 wpm) and
Arabic (40 wpm).

*Personal Skills: Reading Arabic and English novels,
Succor, Chatting and Chess.
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