Ghada M. Sherif
Home: (412) 299-1380


Moon Township, PA  15108


1020 Kris Drive # 209



Objective

An administrative assistant position that will best utilize my experience combined with my education.
Education

San Jacinto College, Pasadena, TX Pima College, Tucson, AZ

Completed 24 Credit hours in English, Child Development, Accounting, Word Processing, Programming Fundamentals and other personal interest and business classes.

University of Helwan, Cairo, Egypt

08/1989

Successfully obtained a Bachelor of Science degree in Tourism.  Major in “Tourist Guide” discipline.

Work Experience

01/2001 To Present

Administrative Assistant

Manpower, Pittsburgh, PA
Responsibilities:  General office administrative tasks such as filing, organization and answering telephone.  Domestic and international travel arrangement.  Extensive use of Microsoft Office applications.

07/1999 To 11/2000

Administrative Assistant 

Kelly Services, San Antonio, TX

Worked with major customers for Kelly Services like GTE Northwest in Portland, OR and Praxair, Inc. in San Antonio, TX.  Responsibilities included extensive use of  PC applications including MS Office 97 and other corporate-specific software programs.  Designed and implemented changes to an MS Access database.  Handled travel arrangements, A/P & A/R, and maintained schedule for executive level manager.  Performed general administrative tasks.
07/1997 To 01/1999

Administrative Specialist II

The Boeing Company, Everett, WA

Under project management and with full understanding of process flaws, I developed, designed and implemented a departmental database using MS Access that was later utilized company-wide as the ideal solution to deliver on-time accurate reports.  Managed extensive data transfer and manipulation between a mainframe database and MS Access.  Provided detailed meeting minutes.  Managed meeting schedules for 14 managers.  Developed the department Intranet site.  Acted as the training and computing support focal for the department. 

07/1996 To 07/1997 

Office Administrator

Kelly Services, Dallas, TX

Worked for the City of Garland Public Library.  Provided general office administration tasks such as filing, organization, setting appointments and schedules, answering telephone calls and handling correspondence.

10/1993 To 12/1994

Administrative Assistant - Bookkeeper - Travel Agent
Frontier Travel, Pasadena, TX

In a small business environment, responsibilities included bookkeeping using Peachtree Accounting software.  Duties also included records and documents management, extensive customer contact, billing and maintenance of office supplies. Maintained employees records and guided employees toward understanding company’s personnel policies and procedures.  Assisted manager implementing new administrative and operational procedures.  As a travel agent, used WorldSpan reservation system and its complimentary accounting software to maintain office finances.  Handled the agency contract with the City of Pasadena including air, hotel and auto rental reservation.

Qualifications
· Professional Certification

Microsoft™ Office User Specialist – MASTER certificate provided by Microsoft™

· Personal

Excellent organization and communication skills.  Detail oriented.  Capable of handling multiple tasks and enjoy providing technical support to colleagues and customers.  Work well under tight schedule and able to meet deadlines.  Passion to learn and update knowledge.
· Computer Skills – 8 years

Expert-level skills working with Microsoft Office applications.  Emphasis on designing and implementing medium level Databases using MS Access and moderate level of VB programming.  Full utilization of Word, Excel, PowerPoint and Outlook features and capabilities. 

· Web Design – 6 years

Design, create and maintain Web sites using plain html codes or more sophisticated software like FrontPage.  Graphic design and editing.  Experience incorporating essential scripts.

· Typing – 8 years

 65-70 words per minute

· 10-key by touch – 3 years



















