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Mohammed Refaey
Executive Secretary – Executive Assistant 
Mobile : 0582183585-0542089290
E-mail: m_refaey80@yahoo.com
Personal Data: 

· Name

: Mohamed Salah Refaey 

· Date of birth
: 22 October 1980

· Nationality  
: Egyptian 

· Iqama Profession  : Strategist Expert (Transferable Iqama)

Academic Qualification: 

· Helwan University with B.A from the faculty of Arts – English department with an over grade    " Good"  - 2001 

· Minia University with Preliminary year for Master degree from the faculty of Arts – English department with an over grade    " Good"  - 2003. 

Work Experiences: 
· ECEC Company:

Working from 29 Nov, 2020 Until Now as an executive secretary follow:

· Maintain executive’s agenda and assist in planning appointments, board meetings, conferences etc.

· Attend meetings and keep minutes.
· Receive and screen phone calls and redirect them when appropriate.
· Handle and prioritize all outgoing or incoming correspondence (e-mail, letters, packages etc.).

· Compiling, proofreading, and revising drafts of documents and reports.
· Make travel arrangements for executives.
· Handle confidential documents ensuring they remain secure.
· Prepare invoices or financial statements and provide assistance in bookkeeping.
· Monitor office supplies and negotiate terms with suppliers to ensure the most cost-effective orders.
· Maintain electronic and paper records ensuring information is organized and easily accessible.
· Conduct research and prepare presentations or reports as assigned.
· Al-Sheta and Saif Company:

Working from 6 May, 2013 Until 28 Nov. 2020 Now as follow:

1) Work as Executive Secretary from 15 July 2017 until 28 Nov 2020, as follows:

· Create a long term schedule for the executive

· Ensure that the executive attends all important meetings

· Manage the executive's phone calls

· Conduct any research the executive needs

· Make travel arrangements on behalf of the executive

· Problem solve any issues that the executive requests

· Schedule meetings for the executive

· Communicate between the executive and employees

· Work with documents and records across various departments, including human resources, and marketing.
· Print and distribute documents as necessary.
2) Work as HR Affairs Officer from 06 May 2013 until 14 Jul 2017, as follows:

· Renewing employee’s Iqama and issuing the exist and returning Visas and final Visa.

· Calculating the vacation Balance for employers.
· Personnel files - Preparing employee identification letters - Preparing employee work contracts - Preparing employee inquiries - Terminating employee’s release.

· Follow-up of new employment processes such as job advertisements, employment applications, and employee training processes.

· Coordination of all travel tickets reservation for the company employers.

· Carrying out all medical insurance business

· Administrative follow-up of electricity and water bills.

· Follow-up of the security guards file.

· Print and classify incoming and outgoing correspondence from the administration.

· Translation works from Arabic into English and vice versa according to work requirements.

· Tanmayt Al-Watan Holding Group:

Worked as Assistant administrative   from October 05 up till May 2013.

· Follow up all of the employer’s works and reports. 

· Employers reports and conversations with customers.

· All of the works of Administration and Human resources.

· Human affairs works.

· Egymarket Travel Agency: 

Worked as Administrative Assistant September 03 up till September 05
· Handle incoming and outgoing mails and faxes.

· Schedule appointments. 

· Receive phone calls & messages & route visitors to persons Concerned. 

· Typing, filing, sorting in & out correspondences & translate all the required documents from English to Arabic, and vice versa.
· Direct deal with the corporate customers. 

· Handle all reservations of work shop.

· Follow up all reservations  & appointments which are made for reservation Sales Team 

· Booking for guests by faxes, phones, and the guest himself

· Coordinate & send the reservation, cancellation and waiting list with all resorts.

· Reservation on line & Internet productivity for the Fast Booking system  

· Preparing front office reports.
· Trenty's Factory for agriculture Crops: From August 01 Up Till August 03:
· Responsible for translation, administrative work, human affairs and secretary works.

· Human affairs works.

· I was working also as administrative representative.

Computer Skills: 

· Microsoft Office (Word, Excel, PowerPoint).
· Expertise in Ms Excel – Working with formulas and functions, working with charts and tables, etc.
· Expertise in Ms Word – Editing documents, setting up page margins and print settings. speed typing.
Other Qualifications:

· Experience working with many file types.
· Ability to find and preserve paper documents.
· Basic knowledge of labor and corporate law

· Hands-on experience with MS Office and MS Excel.
· Proficient typing and editing skills

· Able to work under pressure 

· Willing to Learn and Develop

· Organized and Self-Motivated
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