Rana Saeed Roshdy Abd El-sattar   
------------------------------------------------------------------------------------------------

Work Experience:
· Graduated teacher Assistant at Faculty of commerce, Cairo University since April 2012 till now.
· Since Nov. 2011til Jan.2012 Working at “Rawafed El-Nile Agency” as Operation and Administration Assistant.
Job description:
· Operational work (70%): Screening C.Vs’, Select candidates for job orders, Call candidates for offering jobs and determining interviews, follow up the process of preparing to travel for candidates.
· Administrational work (30%): Answering Phone calls, data entry and other administrational staff.

Education:
· Pre-master of business administration, faculty of commerce, Cairo University, class2013. 
· Bachelor of Business Administration, faculty of commerce, Cairo University, class2011.
· Cumulative grade: V.good.
· Obtained the eleventh level at "Business Administration Department" class 2011.
· Graduation project (strategic management at “El mokawelon El arab”).
· Grade: Excellent. 
· Thanwia Amma (2007) with grade %91.

Internship:
· Internship in 'Egyptian Gulf Bank' summer 2008, 2009.
· Internship in ‘El Baraka Bank’ summer 2009, 2010.
Extracurricular activities: 

· Soft skills trainer at "Rsala" since October 2012 till now.
· Trainer and organizer at “Utopia” since February 2012 till April 2012.
· Head of “research & development “committee from April 2010 till September 2010.
· The perfect Student at Faculty of commerce (Cairo University) for 2010.
· Member in organizing committee at “1st Technical Business Platform “simulation.
· Member in “motivation” committee at Society of Petroleum Engineers (SPE) from July 2009 till April 2010.
· Vice head in culture & media committee in ' Student union' from October 2008 till October 2009.
· Member in “magazine “committee at 'Live' conference from January 2008 till July 2008.
· Member in “news letter” committee at 'Our Vision ' conference from November 2007 till May 2008.
· Member in ' Student union ' from October 2007 till October 2008.
· Member in “Volunteer Child” a UNESCO project from 2001 till 2004
Courses:
· ICDL.
· Soft skills.
· Press.
· Attended “Education Development for Universities in Egypt (EDU Egypt)” program class 2011. Certified from both The Ministry of Higher Education (MOHE) and The Ministry of Communication and Information Technology (MCIT) since November 2009 till September 2011 which focuses on:
· The BPO Industry. 
· Analytical skills.
· Numerical skills.
· Language skills
· Aptitude (logical reasoning- attention to details).
· Computer skills (Word – Excel – PowerPoint – Typing Speed).
· Customer service Etiquette.
· Stock market workshop.
· French "Self Learning"
· Attended YELLA Program “youth enrichment for leadership learning and action”.
· Standers of Quality at Education.
· Effective communication skills.
· Teaching for effective learning.
