Hatim H. I. Eisa
Mobile:
+966560221588 E-mail: hatimee@hotmail.com

Personal Information:
Marital Status:
Married
Language:
Arabic - English (Excellent) Current Location :
Saudi Arabia – Al Ahsa
Visa Status
:
Saudi work Permit (Residency) (Transferable).
Objectives:
Looking for an Administrative Officer, Housing Assistant / Medical / Secretary / or customer services position with a facility or organization utilizing outstanding services, clerical and front desk skills along with knowledge of medical terminology to coordinate smooth operations of the facility or organaztion.
Professional Experience:
Finance Assistant / HP Venue Staff – British Council – Riyadh, (Diplomatic Quarter) 1 April 2019 up to date.

Administration Manager / Assistant (Royal Family of Al Saud)– Riyadh, KSA November 2016 to Dec 2018.
· Transport arrangements for VIP Royal Family member, arrange accommodation bookings, arrange airport facilitation through Executive office in Riyadh Airport and VIP airport services abroad .
· Arrange and make plan for Royal family members visits and managing their major events (official visits, parties & invitation) .
· Assess staff performance and provide coaching and guidance to ensure maximum efficiency, Manage schedules and deadlines.
Scheduling Shifts for employees. Translator, Interpreter Arabic, English. Supervising Maintenance works.
· Arranging housing for employees.

· Allocating cars to drivers & Vehicles tracking & movements.
· Arranging VIP visas and  travels plans.
Administrative Assistant – December, 2010 to 30 June 2016.
SEHA - United Arab Emirates – Abu Dhabi, Ghayathi Hospital - Western Region.
Executing administration related activities in the department :
· Arrangements of Major hospital visits (H.H. Hamdan Bin Zayed Visit).
· Answering telephone calls, transferring calls to the appropriate parties and taking down requests for appointments
· Liaising with the facility staff on behalf of the Manager
· Office equipment, including postage machine, printers, fax, photocopier, conference phone and projector and ensuring that of them are in working condition
· Arranging VIP visas and  travels plans.

· Providing assistance for activities such as coordination between various departments,(Assist in housing rental for staff), reviewing reports, conducting surveys and correspondence.
· Arranging for travel and accommodations and hotel bookings for team members, as required.
Managing & Planning for Events:

· Management of planning events program, including budget and requirements.

· Organize, plan and take photos, and write reports for all events in the hospital such as:
· UAE national Day, World Diabetes Day, Hand Hygiene’s etc.

· Travel arrangements, air tickets, hotel booking and transportation requests.

Maintaining client service standards (Responding to verbal and written inquiries in a timely manner)

· Manage all administrational works for Hospital Director

· Interpreter / Translator / for doctors and patients.

· Translate Documents from English to Arabic & From Arabic To English, instant translation.

· Manage all administrational works related to Hospital Medical Director

· Assisting The Medical Director in applying HAAD Policies and Requirements “Admin.”

· Arrange/ Schedules meetings for doctors and committees and takes the minutes of meetings.

· Prepares and release duty rotations doctors and other staff.

· Typing and releasing medical reports using Cerner System (Lab, result, Radiology result, ultrasound result).
· Other duties as assigned.

Administrative Assistant - September, 2008 to November, 2010.

United Arab Emirates – ADNH – Al Ghazal Transport - Abu Dhabi

· Safety & QC Monitoring. (Conducts PPE inspections and promotes awareness per the program guidelines and needs)
· Collaboratively supports the transportation and fleet safety program.
· Used Car Sales, & Fleet Control (Online System).

· Meet and greet clients and visitors.

· Follow up a Governmental  Co. using online system; translate monthly reports or letters from Arabic to English.

· Perform general clerical duties to include but not limited to: photocopying, typing, faxing, mailing, and filing.

· Maintain hard copy and electronic filing system.

· Arrange for & Conference meetings and takes the minutes of meetings.

Education:

Bachelor Degree – Arts- English Language, Ahlia University – Omdurman, SUDAN , 2000.

Diploma in Computer Sciences (Office Management and Computer Diploma) – Omduraman, Sudan, Year 1997.

Courses & trainings:

· Fire Safety Training

· CBRNE Training, Ghayathi Hospital 2016.

· CPR for Adult 2014

· Ethics and Compliance – Seha 2015

· Professional Executive Assistant on 2- to 6-oct-2011 - Meirc for Training, Abu Dhabi. UAE.

· Extensive course in Outlook 2007 – Abu Dhabi – ADNH /IT DEPT.

· Extensive course in Browsing the Internet , e-mail & Searching engines, CMC - Khartoum.

· Training in (Photo Express, Photocopying) Institute of Training & Law Reforms, Khartoum.

· Extensive course in General Teaching Ways, U of K - Khartoum.

Skills:

· Professional and fast typing speed, Arabic & English.

· Good Knowledge of Hotel booking, Housing rental Markets in Riyadh.

· Good organization skills.
· Good time management.

· Good communications skills, written and verbal.

· Accuracy and good attention to detail.

·  An ability to stay calm and tactful under pressure.

·  Self-motivation.

 Reference:
Mr. Ahmed Hassan,  Accountant & Supervisor, British Council, Riyadh Diplomatic Quarter. 

Mobile No: 00966593721401.

Mrs. Hina Tahreem, Finance Assistant, British Council, Riyadh Diplomatic Quarter.

Mobile No. 00966570608672
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