Dear Sirs,

        I would appreciate so much if you consider my resume for the convenient Job vacancy to gain a chance in joining your esteemed company.
        I have working as Advertising promotion planner (Own business). & Ass. Operation Manager in International Bunkering Company.
        I would like to benefit my experience aiming at achieving remarkable result

Looking forward to hearing from you soon

Best Regards,  

Ponsieh Salah 

	PONSIEH SALAH EL-DIN MOHAMED

PERSONAL HISTORY FORM

Snapshot as of JUNE -2007 (11:45 GMT)


	Personal Details


	Title
	Miss.
	
	

	Family Name (surname)            :  
	 Abd El-Ghafar 
	First name :
	Ponsieh

	Second Name      :
	Salah EL-Din
	Other Name(s):
	Mohamed

	Gender                :
	Female 
	
	

	Country of Birth   :
	Alexandria - Egypt
	Date of Birth:
	17-November-1977

	Civil state         :
	Single
	
	

	Current Nationality:
	Egyptian
	
	

	Permanent Address:

	
	City/State        :    Alexandria

	P.O.BOX :  130 Sidi Ghaber, Alexandria, Egypt
	 Country                  :        Egypt    
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	Other details:

	E-mail:
pomponaya1@yahoo.com
	Other e-mail address: pony_s1@hotmail.com

	Telephone:
	 Mobile :  +20 123766517  

	Driver's license :       yes            

	 CAR: Have a car


	Language Skills

	Mother Tongue 1:
	Arabic
	Mother Tongue 2: 
	------

	U.N. Proficiency Examination :          No

	Working Languages
	Speaking
	Reading
	Writing

	English
	Advanced
	Advanced

	Advanced


	Computer Skills

	Word processor: 
Proficient 
If so, specify which one(s)
MS Word
	Database: 
Working Knowledge 
If so, specify which one(s) 
Access, basic
	Spreadsheet: 
Proficient 
If so, specify which one(s) 
Excel

	Internet & e-mail: 
Proficient 
If so, specify which one(s) 
outlook express, Netscape
	Programming: 
---- 
If so, specify which one(s)

	

	Other software:
 Adobe Reader 7.0, Acrobat Reader 5.0, Fax Talk Communicator and other software for designing and Graphics.

	Computer hardware/Special equipment:
scanners, Photocopiers, fax Machines, Phone Central Operators.


	Education

	Highest Educational Degree
	Post Graduate Degree (or Equivalent)

	Educational details: 

	
	Name and address:
	Degree/Diploma:
	Title of degree/diploma and description of studies:

	2001
	Alexandria University
	Archeology department licentiate
	Faculty of Arts

	Areas of Expertise

	Advertisements (Own Buss.)                                          Proficient 6 years (current)
Assistant Manager                                                          Proficient 3 years (current)                                                                                                  

Manager & Teacher for Nursery                                   Proficient a years   
                                                


	Present and previous employment

	6 listed

	Exact Title of Position held
	English Teacher



	From-To
	11 months (1997_1998)

	Name and title of supervisor(s)
	Miss. Hayam & Miss. Mona 

	Name/address of employer
	Turtles Nursery School\ Tom& jerry Nursery School 

	Brief description of duties and responsibilities

	   Teaching English (speaking & writing), Teaching Mathematic, Making a plain for organizing the teaching process with the group of Children, Making a report about the children I teach To them. 

	Key achievements

	Teaching English. Teaching Mathematics.

	


	Exact Title of Position held
	Nursery Manager



	From-To
	June.1998 – May.1999

	Name and title of supervisor(s)
	Mrs. Nadya El-ouny 

	Name/address of employer
	Sidi Ghaber  ALEXANDRIA

	Brief description of duties and responsibilities

	    My mission was Supervision of the teaching procedure, Making a teaching plain. Following the performance of the teaching staff, Making related reports, Supervising the daily work, Management, organization, Making arrangements for parties on different occasions, Arranging picnic for the children. Organizing the administration staff. Arranging Advertising for the Nursery. I was related reports to the owner of the nursery.

	Key achievements
Preparation teaching plans, Management, Marketing & Advertising for the Nursery.




	Exact Title of Position held
	Asst. Manager
 

	From-To
	July. 1999 – May. 2001

	Name and title of supervisor(s)
	Consultative Eng. Salah Rezk Ali

	Name/address of employer
	Machinco Group For Engineering 

	Brief description of duties and responsibilities

	The company was for consultative engineering and undertakings in steel structures & Steel Construction field. 

My mission was Management work, I was also responsible for all the 
correspondence related to these companies, Negotiating with the customers & the contractors & Following up the deals, Arranging accounts statements, Issuing invoices, Following up the processes of the company [Packing, Booking, Drafts,… etc.], attending Tenders& preparing tenders offers. Contact the Engineering Companies for making the operations of Steel Structures & Steel Construction. 

Booking arrangements deals with foreign suppliers, searching Internet for new Engineering Business… etc. Booking & Reservation (flights, Hotels, Tours, conferences,…etc.) preparation. Managerial Accounting, cost report preparation. Control of the arrival and departure of the employees. Making appointment with the manager of the company, Organizing the administrative staff.

I was report directly to the owner of the Company

	Key achievements

Organizing the staff, Management work, following the operations in the company, Control of the arrival & departure of the employees. Organizing the administrative staff.



	Exact Title of Position held         
	Advertising, Promotions & Events Planner
 (Own business)

	From-To                                  
	May.2001 – Current.

	Name/address of employer           
	Marlboro / Uneliver Egypt /Juhyna / Hinkle / Johnson ..... etc. 

	Brief description of duties and responsibilities; 

	     Preparing plan to the new products in cooperation with Advertising Companies (Allamya /Innovation crew /Alex group…etc), Promotion the products (Lipton / ice tea / Marlboro / Johnson and DOWNTOWN MAGAZINE) by the events and the Road show over the country, Arrangement the ushers to the presentation.
   Organizing the Events all over Egypt and preparing the Models if we need to preparation a fashion show and Ushers if we need to promote a product.
     Organizing festival by preparing meetings with businessmen and Artists, Following the distribution of the partitions in various places all over Egypt according To the wishes of the production companies, Organizing all the media work and the preceding preparation for Parties of the Artists which are held in open air areas and which are Attended by big numbers of People.

	Key achievements

	 Arrangement plans for the companies to promotion their products. Organizing Events to make propaganda to the companies or Fashion show.

	


	Exact Title of Position held          

	Asst. Manager. 

	From-To                                       
	Jan.2004 –Dec. 2004. 

	Name and title of supervisor(s)    
	Mr. Fares / Mr. Rashid Bin Beshr.

	Name/address of employer           
	Rashid For Export (Emirates Company) 

	Brief description of duties and responsibilities

	The company is for exporting products from all of the world and arrangements marketing for it in Egypt. 

My mission was Management work, E-mails correspondence with Customers & suppliers, Negotiating the contractor & forwards, arranging accounts statements, issuing invoices, Following up the processes of the company, attending & preparing Tenders offers, revise Exp. Contact the Suppliers Co. for marketing. Booking arrangements deals with foreign suppliers, searching Internet for new products to Export Business…etc. Booking & Reservation (flights, Hotels, Tours, conferences, etc.) preparation. Managerial Accounting, cost report preparation. Control of the arrival and departure of the employees. Making appointment with the manager of the company, Organizing the administrative staff.

	Key achievements

	Management the administrative staff. Tracking and revision for extracting needed documents for Exporting shipments. Managerial Accounting, cost report preparation Developing New Data Base for the exporting Department. Design a system for cost Tracking. 


	Exact Title of Position held  
	Asst. Operation Manager. 

	From-To                                        
	March.2005 – Current

	Name/address of employer           
	International Bunkering & Trading Company (Greece Company)
-Branch: Egypt, Alexandria

	Brief description of duties and responsibilities

	The company is for Bunkering the vessels with petroleum products {FUEL OIL, GAS OIL)} 
My mission was to follow all the foreign affairs related to these company starting from requesting the FUEL then following up the bunker until they finish the Bunker, I was also responsible for all the correspondence related to these companies, forwards, arranging accounts statements, Following up the processes of the company, attending Tenders& preparing tenders offers. Contact the Agents Co. Booking arrangements deals with foreign suppliers, searching Internet for new customers to bunker there vessels. 
PUBLIC RELATION: Booking & Reservation (flights, Hotels, Tours, conferences, Fairs, etc.). Managerial, cost report preparation. Control of the arrival and departure of the owner of the company from Greek & the employees. , Organizing the administrative staff.



	Key achievements

	Follow up the Bunkering missions, responsible all the correspondence related to these companies, cost report preparation Developing New Data Base for the Shipping Department. PUBLIC RELATION.



	SUMMER COURSES

	Journalism Courses




	SKILLS


· Communication skills.

· Leadership. 

· Strong personality with excellent interpersonal skills.

· Self-motivated.

· Well organized with excellent sense of priority.

· Team working.

· Reached to my goals.

· Conducted various meetings.
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