Curriculum Vitae
Dear Sirs,
I consider myself as a confidant, responsible and courteous individual, who tries to meet the expectations of the employer through sound understanding of the requirements, and commitment to continuous improvement. I also endeavor to create a good working environments for my Colleagues and myself.

HAIDER TARIQ SHAKER GHANNAWI

UAE-Abu Dhabi – alkhaldya.
· Phone : (+971509727616)-(008821666600057)
· Fax :+971 (02) 6670020
· Email:Haider_Gh@Yahoo.Com  -  HaiderGHannawi@Hotmail.Com
· Residence Phone No: (02) 6670020
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	· Name: Haider .T  Shaker
· Marital status :  Married
· Nationality: Iraqi 
· Date of Birth: 1982

· Phone: (+971509727616)-(008821666600057)

· Email : 
              Haider_Gh@Yahoo.Com
              HaiderGHannawi@Hotmail.Com



Work Experience
1. Organization: Data Trading Company Governmental in Turkey.
     ● Date 2005

     ● Position: Computer Programmer & IT Supporter

2. Organization: Axis Technology for commerce
    ● Position: Computer Programmer.
    ● Date 2006 With Certificate of good conduct.
     3. Organization: Royal Jordanian Station in Airport of Tripoli.             ● Position: Computer Programmer & Maintenance.    
    ● Date 2007  

4. Organization: UAE embassy in Tripoli-Libya.
    ● Position: As Computer engineer.

    ● Date 2007 With Certificate of good conduct
Education
·  [1998 – 2002] B.Sc Computer Department, Faculty of Science,                                 Baghdad University (Baghdad, Iraq)

· Quattro training center in Abu Dhabi 2008 ( ICDL) certificate.
 Skills
1. Computer (IT) (Hardware and Software Maintenances) 
2. Windows 95, 98,2000, Me , Xp, And Vista 
3. Network Communication &  Wireless connection & Building Servers
4. Unit Installation of internet & Unit communications.
5. Introduction of Management, System Analysis & Design  
6. Microsoft office package (Excel , Word…etc)
7. Internet and Front Page.
8. Macromedia Flashing Tolls.  
9. Installation & division the hard disks…& programs…
10. Computer Protection security.

11. Photoshop.
12.  Accounting programs.
13. E. Ticket programs.
General Secretarial Tasks
· Operation of switchboard

· Scheduling of appointments

· Take dictation of correspondences in Arabic and English

· Responsible for performing daily office tasks such as filing, copying, mailing, posting and other similar duties 

· Creation of self-developed correspondences in Arabic and English

· Translation of correspondences Arabic-English and vice versa

· Organization of meetings and preparation of minutes of meetings

Executive Secretarial Tasks
· Coordination of project execution in assistance to project manager following set time schedules to ensure the achievements of jobs before deadlines 

· Capability of providing administrative support and business information to all office individuals (provision of all required governmental information and contacts  i.e. ministries, embassies, companies, airlines)

· Tracking of administrative business information and details 

· Preparation of administration reports as well as project implementation plans on regular basis to Project Manager

· Capability of leading and directing daily office work without senior assistance and supervision

· Acting as main interface between the organization and general dealers, customers, landlords and all other business related individuals.
Sales Tasks

· preparation of contracts in Arabic and English

· preparation and follow-up of material, price and quantity lists to be included in offers and quotations to customers

· assisting in negotiating, awarding and renewing of contracts

· capability of drafting contractual terms in both Arabic and English

· developing and maintaining of good commercial relationships with customers ensuring the well presentation of the corporation 

Commercial Duties (Accounting, Bookkeeping and Payroll
· Maintaining ledger books and updating of computer records on regular basis

· Preparation of monthly financial reports

· Control the issuance of checks / invoices and other banking procedures

· Control of cash box for daily office expenditures

· Creation of purchase orders for miscellaneous acquisitions

· Inputting data from timesheets to computerized payroll systems

Human Resource / Personnel Tasks
· Organizing the recruitment and employment of staff including labor office employment permits and immigration permits

· Preparation of miscellaneous immigration paperwork needed for obtaining business visas, work visas, tax certificates etc.

· Creation and updating of personnel records and employment contracts

· Arranging of travelling procedures i.e. application for visas, issuing of flight tickets, exit re-entry visas, hotel bookings etc.

Hobbies
· I enjoy playing basketball, and I have 
        Won many Medals .
· I also enjoy go swimming.
Achievements
- As part of my job in Data Company I was working in the        Field of commercial.     

Languages 
· English (Fluent)

· Arabic  (Fluent)
Notice:  
- Driver licenses from (Iraq – Libya) 
  And Iam going to take it from Abu Dhabi So Soon
-  Resident in Abu Dhabi.
- And I'm ready for any jobs.                                           ___________________________________________________________
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