
 

Accomplished executive assistant
offering 3 years of administrative
experience reporting to a CEO and
other top executives, prepare well-
researched and accurate documents,
manage busy calendars, and efficiently
handle daily office tasks, Proficient user
of MS Office (Word, Excel, PowerPoint,
Access, and Outlook).

CAREER OVERVIEW

 

DUA'A AL-AZZEH
EXECUTIVE ADMINISTRATIVE
ASSISTANT

WORK SUMMARY

Work as a laser and skin specialist

reception function

Specialist Skin & Laser Clinics are specialists in laser hair
removal, skin treatments, and cosmetic injections. 

Receiving visitors at the front desk by greeting, welcoming,
directing and announcing them appropriately.Answering
screening and forwarding incoming phone calls.Receiving and
sorting daily mail.

Amman - Jordan July 2019 - May 2020

Movenpick Hotel | April 2019 - June 2019

reception and nursing function

reception function

help patients, answer phones, assist patients, handle mail, file
records and make sure medical offices are running smoothly.

responsible for coordinating the daily administration of doctors,
staff, visitors, and patients at a healthcare facility. They schedule
appointments, answer patient inquiries.

medical and emergency center | Sep 2018 - March 2019

medical complex | March 2018 - july 2018

call center representative

reception function

Managing large amounts of inbound and outbound calls in a
timely manner, Following call center “scripts” when handling
different topics, Identifying customers’ needs, clarify
information, research every issue and able to effectively solving
customer issues, complaints, and inquiries, and keeping
customer satisfaction at the core of every decision and
behavior.

Notifies company personnel of visitor arrival.
Receiving and dispatching deliveries.
Informs visitors by answering or referring inquiries.
Directing the calls to the appropriate person.
Maintains the visitor and attendance register.
 

national academy of tourism and aviation | Feb 2017- March 2017

international collection and consulting company | May2016 - June2016 

 

Phone: 0792960871
Address: Amman-Jordan
Email: duaaalazzeh1@gmail.com

CONTACT ME AT:

ACADEMIC BACKGROUND

university of Jordan
BS in Tourism guidance and
development | 2011 - 2016                  
GPA 3.65  

 

Critical thinking and problem-solving.
Time management.
conflict resolution.
leadership team.
Initiative.

 

 

KEY COMPETENCIES


