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PROFESSIONAL SUMMARY
Seeking a position where my organizational skills and knowledge of personnel and logistic operations will best be utilized to produce quality work and achieve consistent results. Eagerly seeking new challenges. Detail-oriented with ability to prioritize assignments. Enthusiastic, with excellent interpersonal skills. Proficient in Arabic, English and French.
Management: directed recruitment and selection process of company employees, managed employee files in accordance with labor law requirements, communicated with payroll regarding deductions and leave reports, maintained attendance records for each department, managed day-to-day activities of transportation, general services, internal and external communications departments.
Administrative: Reviewed outgoing HR letters and social insurance documents, reviewed and approved payment requests, monthly salary sheets and employee grant lists, procurement of office, kitchen and housing supplies
Coordination: managed the process of employee performance evaluation following the company’s systems and policies, assessed training needs and kept records of training activities attended by employees.
SKILLS
Range of manufacturing abilities with a focus on Computer Numerical Control (CNC) machining:
· Program, set-up and operate CNC Haas Mini Mill with Fanuc controller
· Calculate and adjust speeds and feeds, as well as inspect for tooling wear
· Read, write, and prove-out G-Code programs 
· Read and interpret manufacturing blueprints and determine dimensions and tolerances
· Inspect parts using precision measuring tools such as: calipers, micrometers, and height gages 
· Operate secondary equipment such as: manual mills.

INDUSTRY SPECIFIC CREDENTIALS 
· National Institute of Metalworking Skills (NIMS) Measurement, Material, and Safety Credential
· NIMS CNC Milling: Programming, Setup and Operations Credential
· OSHA 10-Hour General Industry Certification.
SPECIALIZED MANUFACTURING TRAINING
Jane Addams Resource Corporation (JARC) 			                          		Oct. 2014 - Present 
Careers in Manufacturing Program: Fast Track for CNC Operators, Chicago, Illinois
· 300 hours of hands-on CNC training: program, set-up and operate CNC mills.
· Demonstrated knowledge of Statistical Process Control (SPC)
· Coursework in 3D CAD (SolidWorks) 

WORK EXPERIENCE
Clerk shipping and receiving
Our warehouse, 1705 Armitage Ave, Lombard, IL 60148                                                Sep. 2014 - Present                                                                     
· Checks shipping papers and route cards for correct quantities and special boxing instructions.
· Maintains proper care of equipment.
· Prepares commercial invoices and shippers export declaration for export shipments when required.
· Must report defective materials or questionable conditions to the department supervisor.
· Responsible for keeping an adequate supply of shipping materials on hand at all times.
· Maintain the work area and equipment in a clean and orderly condition and follow prescribed safety regulations.
Taxi Driver
UBER, 300 N Elizabeth Street, Chicago                                                                                Jun. 2014 - Present 
· Pick the customers through my App. and arrive them to destination.



Administrative Assistant
U.P.S. (project) UPS WAY HODGKINS IL 60525                                                               Jan. 2014 - Jun. 2014
· Primary phone coverage (first to answer all incoming calls) 
· Sort and distribute incoming mail. 
· Filing of materials in general files area.
· Assist with bookkeeping/accounting functions as appropriate 
Machine Operator
Transcentra, Naperville, Illinois                                                                                             Jan. 2013 - Dec. 2013
· Correct machine jams accurately.
· Prepare machine for daily operation.
· Stay current with machine software updates.
· Assist in the training of new employees
· Operate high-speed sorting equipment to sort, capture and encode remittances and checks.
Sales Representative
Point 180/Vonage, Schaumburg, Illinois                                                                                Jun. 2012 - Jan. 2013    
· Listening to customer requirements and presenting appropriately to make a sale.
· Representing the organization at trade exhibitions, events and demonstrations.
· Challenging any objections with a view to getting the customer to buy.
Assistant Staffing
Versant Supply Chain, Bolingbrook, Illinois                                                                         Apr. 2012 - Jun. 2012 
· Efficiently packaged products
· Processed products by scanning barcode numbers
· Operated forklifts to load and pack products
Cashier
Citgo Gas Station, Schiller Park, Illinois		                                                         Dec. 2011 - Jun. 2012
· Direct sales to consumers through cash and credit cards  
· Conducted inventory after receiving goods from suppliers
· Effective communication with customers resulting in accelerated performance
· Processed treasury inventory and reports at the end of the work day and month.

PROFESSIONAL EXPERIENCE 
Administrative Manager
Three Stars for Construction of Tourist, Cairo, Egypt 					2010/ 2011
Senior Administrator, Algeria
Consolidated Contractors Company.					      	                	2008/ 2009 
Orascom Construction Industries, Algeria					               	2000/ 2007

EDUCATION
Tanta University, Tanta, Egypt U.S Equivalency Associate’s degree in Secretarial Science.
Computer Skills: 
Microsoft Office (Outlook, Word, Excel & PowerPoint), MS Windows8, OSX apple, Internet.
Language Skills:
Mother tongue: Arabic, English Excellent, French Excellent.                        


