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Basma Mostafa Abd Elkawy Al Ashmawy

36 Ebn Malek St., Tanta, El-Gharbia

Mobile: +201024777025
Tel: 040/3338738

E-mail : basma.ashmawy@gmail.com .

	EDUCATION

	
	· Faculty of Arts, Mass Communication department Public relations section , Tanta University 2010 .

· Cumulative Grade : Good

	SKILLS

	
	Computer Skills :

· Good using Microsoft Office suite (Word, Power Point, Excel, Access)

· Powerful Widows Environment and Internet User 

Language skills :

Arabic : Mother tongue.

English : good spoken and written .

Personal Skills :

· Ambitions, Can adapt in different job positions and welling to work individual or in as team member .

· Good listener and speaker .

· Ready to act .

· Practical, systematic .

· The decency to talk, ability to deal .

· Good look .

Additional Skills :

· Communication and presentation skills, Hard Working and work under pressure .

· Management skills and time management skills .
· Able to work closely with other professionals as part of a team. 

· Strong influencing and communication skills.  

· Ability to pick up new skills and knowledge quickly. 

· Can function in a fast-paced environment. 

· Comfortable with being the �go to� person in a company.

·  Thinking laterally to create options and solutions. 

· Positive �can do� attitude towards work.

	Experience 

	
	· Worked for mobile Shop Company as sales maker from 1/6/2011 till 1/6/2014 .
· Paying invoices for Vodafone customers. 
· Customers services for Vodafone, Selling all brands of mobile phones and its accessories. 
· Cash, stock, products control and invoices control .

· Handling any problems that could effect customer's certification.

· Doing a daily activity report about daily transactions, inventory and stock.

· Cash handling, filling and sending daily sales report .
· Public releations .
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· Worked for marseilia group for real estate investment Company as a Secretary  from 24/4/2015 till now .
· Answering, transferring calls & queries to all sides
· Preparing, distributing papers & documents for meetings

· Prepare agendas and make arrangements for committee, board, and other meetings

· Provide administrative and clerical support to departments or individuals.

· Word processing

· Audio and copy typing, letter writing

· Dealing with telephone and email enquiries

· Creating and maintaining filing systems

· Scheduling and attending meetings, creating agendas and taking minutes - shorthand may be required

· Keeping diaries and arranging appointments

· Organising travel for staff

· Maintain hard copy and electronic filing system

· Organising and storing paperwork, documents and computer-based information

· Open customer accounts by recording account information.
· Maintains customer records by updating account information.
 

	INTERSTS

	
	· Reading, Traveling, Scientific Research, Computer and Internet .

· Learning new skills and developing my qualification .

	Activities

	
	· Volunteering Non-profitable organizations .

· Charity work and visits for orphanages and old ages houses .

	Personal Information 

	
	· Date of Birth : 26/9/1987.

· Marital status : single.

· Nationality : Egyptian. 


