	Hoda Khmis Baiomy

	· Citizenship : Egyptian       ▪ Date of birth : 25th Apr. 1981


	
	Contact
Tel      : +2 010 1234 9780
e-mail : Hoda_Khamis@Outlook.com 


	Address

Yousef El Seddik St. Tanta, EGYPT


	Objective
To gain a position of responsibility where my qualifications and practical experience can be applied and developed in a pro-active organization, to face and execute challenging tasks successfully and continuously increase and enhance my skills, Make a good relationship with everybody can help me to get what I want to do.


	Key Skills

            Time management skills. 

            Ability to learn roles quickly.

           Ability to work under pressure. 

           Able to learn new tasks quickly. 

           Ability to work affective team member.

           Ability to work with all levels of management. 
Computer skills: Good (Microsoft office).



	Education

1999 to 2003
Bachelor of Art, English Department (May 2003) 

Faculty of Art, Zagaziq University.
1996 to 1999
Hi school 
Om El Moemnin, Tanta


	Work Experience

Office Manager 

                                     From Aug. 2010 Till Now
· Soggy Pharm Co. for import & trading vet. Medicine.

* Till now in Soggy Pharm Co. for import & trading Vet. Medicine as an Office Manager [Contact the Suppliers all over the world, Follow up vet medicine arrives, Follow up cash flow. Analyze sales activities, Pass the daily work to my colleagues, Coordinate the work of no. of representatives, handle all the sales activities, all managers’ reports and requires, and prepare the weekly meetings “activities & evaluations”].
Executive Secretary 

                                     From Aug. 2005 to June 2010
· Agrokeep international Co. for import & export vet. Medicine.

* For 5 Years in Agrokeep international Co. for import & export Vet. Medicine as an Executive Secretary [Coordinate the work of no. of representatives, handle all the sales activities, all my managers’ work and prepare the weekly meetings “reports & evaluations”].
Sales Coordinator and Logistics
· Sales Coordinator & Logistics (for 2 years in the same co.).                          From  Sep. 2003 to Aug 2005


	Activities and Interests
Reading :
In all kinds of books especially the regional issues.


	Languages
Arabic (Native)
English (Very good)
Marital status   : Married


	


