
	· PERSONAL DETAILS

	· Name:
	Ena Mohammed A. Ismail

	· Address:
	Al-Maghazi camp, Gaza Strip, Palestine.

	· ID card no:
	901665034

	· Sex:
	Female

	· Marital status:
	Single

	· Nationality:
	Palestinian.

	CONTACT DETAILS

	· Mobile no:
	0592130494

	· E-mail:
	enas262003@hotmail.com



	EDUCATION

	• Diploma in Business Administration-Palestine Technical College Deir Al Balah



Experience:
· worked as a secretary in Maghazi Community Rehabilitation Society
· • Worked as a secretary at Save the Children - Palestine
· • Worked at the Women's Program Center - Al-Maghazi as computer trainer in addition to all secretarial work
· • Worked at the Nasserite Women's Program Center for three months as a computer engineer
Courses:
· computer course
· Reporting cycle
· Cycle electronic tables
· Office management and secretarial course
· Planning, monitoring and evaluation cycle
· Financial management course
· Management Skills Course
· A course on adult learning techniques
· A course in accounting program
	RELATED SKILLS

	· Microsoft Office (word, excel, and power point) 
· Typing.
· Working under pressure.
· Work team.
· Punctuality in dates and work
· very good knowledge about write report.
· Excellent communication skill.
· Preparing, writing and typing reports and any of the office documents.
· ability to meet deadline

	LANGUAGE PROFICIENCY 

	· Arabic:
	Mother tongue.

	· English:
	Excellent command of written and spoken English.
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