
Sinan Hamad
6900 East Evans Avenue #410, Denver, CO USA, 80224  
 (720) 338 5382 ∙  sinan.adeeb@gmail.com
Permanent Work Authorization. No Visa Sponsorship Required.

PROFESSIONAL SUMMARY
Adminstrative Assistant/Clerk with 5+ years of experience in coordinating events, training management, planning budgets, and conducting translation and interpretation within engineering firms and non-profit organizations. 
· Document Imaging
· Report generation 	 
· Office support
· MS Word, Excel, PPT and Outlook, Adobe Acrobat and Magix video editor.
· Proficient in Arabic and English

PROFESSIONAL EXPERIENCE
Administrative Assistant/Operations Management					10/2012 – 12/2013
GoMarket.com, INC., Denver, Colorado	               	
An eCommerce online retail company based in the US and targeting the new markets of Iraq with a website costing $120,000 to build and maintain, with over 1,000 products and product variations.
 
· Provided high level project management and process consultancy, served as the company liaison between suppliers, customers and higher management
· Performed translation, designed and implemented products’ translation criteria and performed translation duties of the more than 1000 product inventory
· Managed operations, acted as a retail process manager to include product selection, display of inventory and cooperation with shippers to ensure customer satisfaction 
· Participated in the design of the company’s advertisement campaign, leading to a 30% increase in exposure and sales

Mortgage Loan Modification Underwriter						06/2012 – 09/2012 
INTELLISOURCE, Highlands Ranch, Colorado	               	
A prestigious staffing agency with assignments for qualified individuals to work as contractors with financial institutions in the residential mortgage industry headquartered in downtown Denver, CO. 

· Supported mortgage underwriting efforts for residential home loans, excelled in carrying out business duties and became an integral part of the team’s development and training
· Underwrote loans according to BoA guidelines, achieved 100% accuracy over the loans worked
· Trained colleagues on the process of underwriting, thus improving the overall productivity of the team
· Chosen by management to function as the designated technical aid to the team

Program Specialist									09/2008 – 09/2010
United States Institute of Peace, Baghdad, Iraq	               	
Independent, nonpartisan federal institution created and funded by Congress to strengthen the nation's capacity to promote the peaceful resolution of international conflicts.

· Managed the program of Iraqi peace facilitators in Iraq and planned their meetings, reporting their activities and small projects aimed to help their communities 
· Designed and created the office’s monthly newsletters and ensured its regular distribution to all stakeholders
· Performed administrative and clerical duties supporting multi-departmental coordination

ADDITIONAL WORK EXPERIENCE
Revisions Assembler									03/2011 – 05/2012
Excel Personnel, Englewood, Colorado	
               	
· Assembled flight manuals and charts 
· Ensured correct insertion of materials and checking for quality

Bachelors of Science in Civil Engineering		2003 
Baghdad University, Baghdad, Iraq
Baghdad University is the highest ranking university in Iraq with best applicable educational practices, with many fields of specialties and sciences.
						
Professional Development/Affiliations
· [bookmark: _GoBack]Office Administrator Certificate from the US Career Institute in Denver, CO, 2012
