Nashwa A. Elmaksoud Rizg
75 Attlas St, Motamayz District 
6th of October city , Giza, Egypt.

Mobile: (0020122275222
E-mail: nashwahatem@hotmail.com

Job Objective :

      To obtain a challenging position in the field wherein my skills can be fully utilized

Personal Data :  




Marital status:  Single
Gender:              Female

Nationality:       Egyptian

Religion:            Moslem
                                    Date of Birth:   Nov 19, 1973

Education :




*B.A in Documentation & Libraries , Faculty of Arts , 
Cairo  University, Egypt, 
  


-Grade: Good 

Skills & Honors :

· Computer Skills:
· MS PowerPoint, MS Excel, MS Word, Outlook & Internet.

· Operating Systems: MS-Windows
· Language Skills:
· English: very good written and spoken.
· Arabic: (Mother Tongue)
· Other:

· Problem Solving Techniques and Presentation Skills.     
Work Experience :

· June 1997 till NOW

AUC. Social Research Center 
Job Title: Secretary + Accountant

Job details:
*Reviewing account balances.

*Archiving account balances by serial.

*Set formatting for each new project balances.

*Data entry into AUC program “CUFS”.

*Filling for the documentation sorted by Year for closing project accounts.

*Additional Responsibilities include assisting with Arabic secretarial 

correspondence and Administrative work
· July 1994 till June 1997 

AUC- Controller’s Office
Job Title:   Secretary 

Job Details:

*Filling.

*Faxing.

*Delivering Checks.
*Scheduling the office missions.

*Distributing files to all sub-offices.

*Preparing for Controller’s meetings.

*Controlling the controller’s office (In-Out papers).

*Scheduling the office meetings with the higher level of management.
· Jan 1994 till June 1994 :

Ebn Khaldoun Center

Job Title:     Secretary. (Training)
Job details:  
Ordinary secretary

* Filling 



* Faxing 

            * Archiving



* Computer


*References available upon request
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