
Curriculum Vitae
Name: Reem Minawi
Address: Nablus – Palestine
Phone Number: 0599526894
Email: reem@najah.edu

Career Objective
To obtain a position as a secretary in a professional work environment where I can utilize my organizational and administrative skills and contribute efficiently to the organization.

Education
Diploma in Community College – Office Automation
An-Najah National University – Community College
Graduation Year: 2006

Skills
· Strong organizational and time management skills
· Proficient in computer applications (Microsoft Office)
· Excellent communication skills
· Ability to work under pressure
· Managing correspondence and organizing files
· Professional and courteous dealing with clients and visitors

Work Experience (if applicable)
· Organizing appointments and meetings
· Preparing reports and correspondence
· Handling phone calls and managing emails

Training Courses (if applicable)
· Office Management Course
· Computer Skills Course
· Communication and Customer Service Skills

Languages
· Arabic: Native
· English: Good / Very Good

References
Available upon request

If you want, I can also make it more modern (ATS-friendly) or tailor it for a specific job.

