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General Information

Name:


Mai Wasfi Hafeth yousef Hasan.

Nationality:

Jordanian

Birthday:


January 26, 1987. 
Marital Status:

Single 
Address:


Al-Ain, Abu Dhabi
 



MEZYAD (Companies camp)




United Arab Emirates 

E-mail address:

hmai@windowslive.com

Phone number:

mobile # {050 - 8328448}

Home #    {03 -7825601}

Objective
Seeking acceptance into any position relevant to English major with the goal of providing instructions for learning the language utilizing my education, and work experiences.

Education

  Bachelor's Degree from the UAE University.      

     [English literature with a complementary 

     minor of Thematic Application (TESOL)]                      

  Fall 2009

 Atica school, AlAin.

     [High school diploma].                                                                              Spring 2004
Summary of qualification
	· Communicate easily with people.
	· Friendly, reliable and likable.

	· Assist effectively.
	· Ability to organize 

	· Skilled in understanding. 
	· Handle all circumstances.

	· Patience and tolerance.
	· Control different conditions.

	· Always ready to help.
	· Maintain the place quality and importance.  


Careers
2011-2012 Abu Dhabi University – Al Ain Branch,



     Registration Assistant,
· Communicate effectively with employers, applicants, registrants and members of the public, through telephone calls, email and written correspondence.

· Maintain confidentiality at all times in the provision of information to employers, applicants, registrants and members of the public. 

· Verify information supplied in application forms.
· Record information from application forms on to registry system

· Using scanning technology and/or data input screens.

· Manage workload to ensure that deadlines are met.

· Apply alterations to the register promptly and accurately as required.

· Follow guidance provided in relation to the Data when carrying out all registration tasks.

·  File documents accurately in a secure and confidential manner.
2010-2011 Info Fort Company – Al Ain Town Sector, 

        File Merger and organizer,
· Organizing files according to a specific checklist required by the municipality.

· File merging and divide them into different categorises.

· Differentiate and indicate the files weather if they are accepted or rejected before the final evaluation from the municipality.

· Using several techniques in order to check the verification of the files usage.

· Preparing, scanning and Par coding the pages of the files to follow them electronically.
· Entering data after all to use the info of the files automatically and browse them easily via the municipality website by its agents without looking after each file manually. 
2010-2011   UAE University, Al-Ain, UAE
     Summer job – (Administrative assistant)
· Support activities of the unit and departments such as answering telephones, assisting visitors and resolving a range of administrative problems and inquiries.

· Prepare, transcribe, compose, type, edit and distribute agendas and minutes of meetings.
· Schedule meetings, events and other `activities between the administrators and the students.

· Using office equipment, such as printers, scanners and photocopiers
· Answering the telephone and directing calls
2009-2010 UGRU Student Affairs, UAE University, Al-Ain, UAE
          Administrative assistant
· Register students and help them to get their schedules.

· Supported the manager and the administration.

· Dealt with the students’ situations and helped them to solve problems with their cases.

· Communicate with the other faculty members and attend meetings.

· Answering phone calls and directing them into different offices.

· Writing formal letters for the dean and the administrators.

· Informing the students about the warnings and the administration decision.

· Concerning about the students’ excuses of absences from the classes.   

2009-2010   UAE University, Al-Ain, UAE
      Dr. Sally Ali's Research Assistant, 

· Distributed survey about learning styles in different educational levels.

· Collected and analyzed Data.

· Observe different results according to the institutions and the fields.
2009-2010   UAE University, Al-Ain, UAE
      Summer job – (Student helper)
· Helped Admin Assistant to accomplish duties.

· Managed flow of students from classrooms to testing centres and back to classrooms.

· Provided guidance and direction to students to campus facilities and services

· Ensured hallways are clear of students during the school day

· Provided administrative and logistics support to the management team

· Passed daily reports to instructors.

2009 – 2010  Al Noor Hospital, Al Ain Branch, UAE

        Receptionist
· Explaining clinic policy to patients

· Receiving and delivering messages.

· Processing incoming and outgoing mail

· Receiving calls from hospital labs and x-ray

· Scheduling patient hospital admissions.

· Filing medical reports and insurance forms.

· Completing insurance and other forms.

· Maintaining the receptionist area.


2007-2008    Science library in the UAE University, Maqam Campus. Al Ain, UAE

        Library Organiser.
· Teaches and provides support for information literacy.

· Encourages faculty to help students improve information literacy skills and use library resources to maximum advantage.

· Ensures that technology is used as an appropriate tool for information access

· Represents the library to visitors
Presentations and Workshops

June 2010
Exploring Social Issues Through Drama. Applied Theatre in collaboration with CUNY School of Professional Studies in New York City for 16 days and the United Arab Emirates University – Al-Ain, UAE
Feb 2009       Debate Society. UAE University. Speaker in collaboration with the Linguistics department.

Conferences Attended

Mar 2010      The 16th, International TESOL Arabia, Zayed University, Dubai, UAE.

Feb 2009
TESOL Arabia ESP – The Language for Work, University of Sharjah, Sharjah, UAE.

Feb 2009
Middle East and North Africa Writing Centres’ Alliance Conference, UAE University, Al-Ain, UAE
Skills

Computer Skills:
· Typing skills.
· Able to use Microsoft Office 2007 and 2003 efficiently

· Knowledgeable in both XP and Vista Windows systems

· Able to use the internet efficiently and install new hardware and programs

· ICDL Certificate is available.  
Language Skills:
· Fluent in English / IELTS Certificate is available (6.0)
· Fluent in Arabic

Office Skills:
· Photocopying and dealing with photocopiers

· Working with data and databases

· Familiar with filing systems 

· Fluent communication with clients
Interests

· Reading 

· Surfing the net

· Amateur Photography 

· Communicate with others
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