DALIA AHMED ABDEL HALEEM

Dokki -   E-mail: aal-ahmed@gega.net
http://members.tripod.com/daliaahmed
EDUCATION

1992
Bachelor of Arts, Major in Economics, Faculty of Economics and Political Sciences, 
Cairo University, Cairo, Egypt.


•    Bachelor Degree: Very Good.

1988
General Certificate of Education (G.C.E.), Granted from the University of London, 
British Council, Cairo, Egypt.


•    Grades: 6 (A)s and 1(B).

  1986

Preparatory Certificate, Port Said Language School in Zamalek, Cairo, Egypt.


•    Certificate Degree:  %84

  1983

Primary Certificate, Port Said Language School in Zamalek, Cairo, Egypt.


•    Certificate Degree:  %92

EXPERIENCE

May 2000 - July 2000:
Publishing Supervisor, Nahdet Misr Company for Publishing & Printing, Cairo, Egypt.

 Evaluating subjects presented for publishing.

 Supervising and following-up Pre-Press-Printing Procedures (editing, translation, scanning, graphics, drawings, design, final layout, ads, etc.).

Feb. 1997 - Feb. 2000:
Assistant General Manager, Conference Organizing Bureau [COB], 
Cairo, Egypt.

 Was in charge of all computer work and design.  That included:

-  Graphic Designing for office and events:  brochures, posters, journals, banners, signs, logos, program books, forms, certificates, invitations, data & slide shows, journal ads, etc.

-  Following-up press-printing process; revision, color separation, quantity, delivery, etc.

-  Responsibility of all computer systems at the office; purchasing, upgrading, software installation, network, etc.

-  Establishing a large database, local & international, matching for all events and handled its updating, sorting and mail-merging.

-  Applying Internet; searching for information & mailing lists, mass-emailing, promotion of events, etc.   Handled the planning and editing of two web-pages.

 Assisted in Event Management & Supervision Procedures from A-Z.  That included:

-  Planning, implementing, supervising & administering Project Management of events.

-  Maintaining marketing and fund-raising strategies.

-  Conducting contracts and post-event budgets.

-  Visiting sites for pre-event preparations, organizing recreational activities, hotel and travel reservations, arranging for audiovisual aids, kits, gifts, shields, work team, etc.

-  Performing on-site duties at events;  computer, distributing assignments, supervision, etc.

-  Participating in almost all events during this period; national and international.

 Managed certain administrative duties.  That included: 

-  Carrying out local and foreign correspondence.

-  Supervising office system;  filing system, office supplies, inventory, mass-mailing, etc.

-  Studying presented offers from event tools suppliers, computer and audiovisual aids companies, etc.

-  Providing training for new employees in various departments.

Feb. 1995 - Feb. 1997:  
Graphic Designer & Senior Executive, Conference Organizing Bureau [COB], Cairo, Egypt.

 Responsible for graphic designing & computer work.
 Assisted and participated in organizing events.
Apr. 1994 - Feb. 1995:  
Freelancer, Computer Work (Home-Based).
 Word-processing & design;  thesis, brochures, certificates, signs, forms, slides, etc.

Oct. 1993 - Apr. 1994:
Systems Administrator, Pan Arab Computer Center [PACC], (Sole Agent for Apple Computer Inc. in Egypt), Cairo, Egypt.

 Assisted in the marketing and promotion of software to customers all over the world:  

-
Implemented marketing plans and strategies.

-
Handled correspondence with foreign clients.

-
Provided information to customers, such as software’s configurations, prices, and payment methods.

-
Sent samples by courier and followed-up results.

-
Followed-up on order, delivery and payment.

 Handled the office work of my department (filing, mailing, computer work, translation, etc.).

 Assisted in the work of the Managing Director's office.

 Was responsible for demonstrating two software at the Apple IV Exhibition (April '94).

SKILLS
    Language Skills
 Arabic: 
Excellent.

 English: 
Excellent.

 French: 
Poor.

   Typing Skills
 Arabic: 
Approx. 60 words/minute.

 English: 
Approx. 60 words/minute.

   Computer Skills
 Working Experience:
Windows 98, MS Office 2000 (Word, Excel, PowerPoint, Access, Outlook), Corel Draw, Adobe Photoshop, Networks, Internet.
Apple Macintosh; Word, Excel, PowerPoint, Wintext, Winfile, Adobe Photoshop, El-Nashir 
El-Sahafy, Networks.

 Training Courses:
Adobe Photoshop - MS Access - Visual Basic 6.
Diploma in  Web-Designing (HTML, FrontPage, JavaScript, Photoshop, Flash)
Applied for a Diploma in Web-Development (ASP, IIS, etc.)

 Career-Related Skills:
Computer Maintenance - Using: Scanners - Printers - Digital Cameras - Networks.

ACTIVITIES
    Sports:
SYMBOL 183 \f "Symbol" \s 10 \h
Basketball: participated in school's championships.

SYMBOL 183 \f "Symbol" \s 10 \h
Table Tennis: Was a member of the Gezira Sporting Club team of Table Tennis. Represented the school at 3 Republic Championships; best position achieved was first on the West of Cairo and fifth on the Republic of Egypt.

SYMBOL 183 \f "Symbol" \s 10 \h
Tennis.

SYMBOL 183 \f "Symbol" \s 10 \h
Swimming.

    Traveling:

SYMBOL 183 \f "Symbol" \s 10 \h    Lebanon twice -  United States of America  -  Almost all the touristic cites in Egypt.

PERSONAL DATA

SYMBOL 183 \f "Symbol" \s 10 \h    Date of Birth:

December 30, 1971.

SYMBOL 183 \f "Symbol" \s 10 \h    Place of Birth:

Khartoum, Sudan.

SYMBOL 183 \f "Symbol" \s 10 \h    Nationality:

Sudanese.

SYMBOL 183 \f "Symbol" \s 10 \h    Marital Status:

Single.

References available upon request.
