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Zainab M. R. Jaffar

1820 37t St NW Apt D
Rochester, MN 55901
Cell Phone: 507-202-2474
Email: mmzs4000@yahoo.com

OBJECTIVE:

Seeking position with a company that will allow me to fully utilize my communication, organizational, and
problem solving skills.

EDUCATION:

e B.A.in English Literature 2002-2005
Mamoon College, Baghdad - Iraq

PROFESSIONAL EXPERIENCE:

e Barkouky Organization, Cairo- Egypt June 2009- December 2010

Job Title: Office Manager

Job Description:

- Preformed daily administrative duties such as answering all calls, faxing, filing, copying, typing,
and composed letters/memos in English & Arabic

- Responsible for correspondences with all departments/other branches/clients/suppliers

- Booked traveling arrangements/reservations (rental cars, hotels, etc)for management and staff

- Recorded minutes of meetings; responsible for follow up on tasks discussed to report status of
completion with each department to be submitted to general manager

- Worked with extensive filing system moving material in & out as well as archiving

- Arranged General Managers schedule for visitor times

- Setup daily programs in flexible time slots to account for unexpected meetings and delays but
still maintaining set schedules for managers/staff

- Responsible for daily, weekly, and monthly reports of cost analysis

- Followed up with all departments to collect results for General Manager

e Better Home Construction Development (Real Estate) Cairo - Egypt  January 2008 - June 2009

Job Title: Executive Secretary

Job Description:

- Preformed daily administrative duties such as answering incoming calls, faxing, filing, copying,
typing, and composed letters in English & Arabic

- Responsible for all official correspondences

- Responsible for daily, weekly, and monthly reports

- Distributed the daily emails & faxes to employees in other departments

- Recorded the minutes of meetings; saved soft/hard copy of meeting materials and provided
follow up on tasks discussed to report status of completion in next meeting

- Booked traveling arrangements/reservations (rental cars, hotels, etc)for management and staff

- Worked with Microsoft Outlook to schedule/share appointments with management and other
staff; updated schedules depending on priority, urgency, and previously scheduled meetings

- Followed up with mailed items through DHL or other mail carriers to ensure items were
received

- Provided staff with administrative support on daily basis




e Iraq-Turkey Chamber of Commerce & Industry, Baghdad - Iraq 2004 - 2005
Job Title: Office Manager & Translator
Job Description:
- General administrative work; answered all calls, faxing, filing, emailing, etc.
- Communicated with clients to assist them as well as resolve any problems or complaints they
may have
- Asneeded filed formal complaints and followed up with client
- Communicated with suppliers daily to collect all documents needed (invoices/billing)
- Responsible for scheduling meetings and appointments
- Booked traveling arrangements/reservations (rental cars, hotels, etc)for management and staff
- Recorded the minutes of meetings; saved soft/hard copy of meeting materials

e Asia Air, Baghdad - Iraq 2005- 2007
Job Title: Personal Assistant to CEO of Branch
- General administrative work; answered all calls, faxing, filing, emailing, etc.
- Maintained CEQ’s schedule & calendar of appointments
- Translated documents from Arabic to English or vice versa
- Followed up on employee attendance
- Prepared daily/monthly reports regarding departmental achievements
- Recorded the minutes of meetings; followed up by sending information to all in attendance

COMPUTER SKILLS:

- MS Office 2003 & 2007 (Word, PowerPoint, Excel, Outlook)

ADDITIONAL SKILLS:

Multilingual in English to Arabic; instant translation/interpretation abilities; can speak some French
Efficient in tasks, well organized, good time manager

Great interpersonal skills; work well with others

Extensive customer service experience & problem solving abilities

Experience working with diverse cultures & nationalities

Extensive clerical/administrative work experience & willingness to work in any area needed

REFERENCES: Available Upon Request




Zainab M. R. Jaffar

1820 37th St NW Apt D
Rochester, MN 55901
Cell Phone: 507-202-2474
Email: mmzs4000@yahoo.com

References

Mary Alessio
Director
Refugee Resettlement
Catholic Charities Diocese of Winona
903 West Center St. Suite 220
Rochester, MN 55902
(507) 287-2047 Ext. 24

Kristina Hammell
Match Grant Coordinator
Refugee Resettlement
Catholic Charities Diocese of Winona
903 West Center St. Suite 220
Rochester, MN 55902
(507) 287-2047 Ext. 22




