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Judit J.Muammar Sayej

Bethlehem
Al-Jabal Street.
P.O. Box 589
Tel. No.: 972-2-2742505 / 2776021
Mobile: 0569-233038/ 0599233038
E-mail: jmuammar@hotmail.com


 Personal Information

Date of Birth	  :	26 June 1972
Nationality 	  :	Palestinian
Driving License:	Valid
Marital Status	  :	Married

· Education & Course Work Qualification:
14-15/10/2021	Participated by zoom in the Third International Child Conference
	(Children Rights in The Conflict Area and Refugee Camps)

5-9/10/2021	Participated in the Second International Youth Camp
	Jordan


20-24/8/2021	Participated in the International Youth Camp
	Jordan

29-31/7/2021	Attended Conference in Jordan
	(Invisible Women Conference)
	URI organization

31-10/6/2021	Certificate – Diploma in Self-driving 
For (20 hours)
	Al-Esrar Training & development center.

27-29 May 2021	Certificate – Diploma in Health is our real wealth, how do we invest in it?
	Al-Esrar Training & development center.


23-27 February 2021	Certificate – Personal strategic planning
	For (20 hours)
	Al-Esrar Training & development center.


25 – 27 September 2018:	Certificate – Preparing a fundraising strategy
	For (18 hours)
Plan (Strategic Management & Planning Consultants.

September 2016 – September 2018: 	Certificate – Master degree
	Major in: Sustainable Development
	Minor in: Institutional Building & Human Resourses.
	Al-Quds University

21 – 23 March 2015:	Certificate – Organization of Conferences & Meetings (For 15 hours)
	Al-Quds Open University

20 – 22 May 2013:	Certificate – Protocol & Etiquette rules (Four 15 hours)
				Bethlehem University
				Institute For Community Partnership


22 August – 19 October 2012:	Certificate – Project Cycle Management (For 60 hours)
	Bethlehem University
	Institute For Community Partnership


16 March- 25 May 2012: 	Certificate- Management Skills (For 32 hours)
	Bethlehem University
	Institute For Community Partnership

3 January – 31 March 2012:	Certificate – Project Management Professional (For 36 hours)
	Bethlehem University
	Institute For Community Partnership	

17 Nov – 12 Dec 2011:	Certificate – Leadership & Communication Skills (For 40 hours)
	Bethlehem University
	Institute For Community Partnership

7-10 November 2010:	Certificate – Publication and Dessimenation
	Of  Information
	Palestine Red Crescent Society

17 May-3 June 2010:	Certificate – Prinicples of Translation (25 hours)
BethlehemUniversity
	Institute For Community Partnership

27 May-2 June 2010:	Certificate – Time Management (12 hours)
BethlehemUniversity
	Institute For Community Partnership

2 February–23 March 2010:	Certificate –Nervous Language Programme (NLP) Diploma (For 20 hours)
	Psychological & Educational CounselingCenter

10 January 2010:	Certificate – B.A degree
	Art college/ English
	Al-Quds Open University

2-4 May 2009:	Ceriticate – Excecutive Secretary & Future Technology (3 days)
IFTDO (Internation Federation of Training and development Organisation), General PRCS	
	
3 April 2009:	Certificate – Internatinal Computer Driving License (All Modules)
	UNISCO

1-24 September 2008:	Certificate – File Management & Data Archiving (For 21 hours)
	BethlehemUniversity
	Institute For Community Partnership

16 July -4 September 2008:	Certificate – Internatinal Computer Driving License (For 70 hours)
		BethlehemUniversity
	Institute For Community Partnership

14 July – 14 August 2008:	Certificate – English Language Skills for Public Sector (For 30 hours)
	Institute For Community Partnership
	BethlehemUniversity

11-16/25-29 September 2004:	Certificate – “Training of Trainers” (For 60 hours)
	Palestine Red CrescentSociety
Ramallah
		
2003:	Certificate – Democracy & Human Rights
	Hope Society
	Bethlehem

23 February – 22 October 2001: 	Certificate – “Technical Support Professional” Diploma (CTSP)
	Information Technology Unit
	BirzeitUniversity

1-25 March 1999:			Certificate – “Intermediate oral English”
BethlehemUniversity
BusinessDevelopmentCenter
					
September1997-September 1998	:Diploma in “Executive Business Secretary”
					Hamilat At-Teeb Ladies 
					Orthodox Benevolent Society/ Bethlehem

7 April – 7 May 1997:			Certificate – “Bookkeeping Course”
					BusinessDevelopmentCenter
					BethlehemUniversity

1989 - 1990:				High School Diploma
					Tawjeehi - SwedishSchool			

 Skills and abilities:

 Sound knowledge of PC literacy
 Performance stability under pressure.
 Interpersonal and Organizational Skills.
 Internet skills.

  Languages:

 Arabic mother tongue.
 Very good command of written, read and spoken English.

 Work experience: 
2010 – present: 	Administrative Director
			Palestine Red Crescent Society/ Bethlehem Branch

1998 – 2010:		Administrative Assistant 
			Palestine Red Crescent Society/ Bethlehem Branch

 Provide complex administrative support requiring frequent independent judgement and initiative.

  Ensure and develop efficient workflow. 

 Maintain and organize a variety of files, and records, and logs: plan and organize work, compose clear, concise reports and recommending work standards and procedures.  

 Compose a wide variety of memos and correspondence. 

 Control and in charge of the Office’s inventory.   


1992 – 1993:	Secretary 
Accounting Abu Shama Office

2003:	Recommendation from my previous director before he left the country and his work in Palestine Red Crescent Society, Dr. Elia Awwad, about my work and my duties. 

· Community Activities:

2004					Member of BethlehemAcademy of Music
2004-Present:	Member of Palestine Red Crescent Society/ Bethlehem branch.
2000-Present: 	Member of Hamilat At-Teeb Ladies Orthodox Benevolent Society/ Bethlehem.

 References:

· Dr. Mohammad Rizeq, Director of Bethlehem Health Dictorate, President of Palestine Red Crescent Society/ Bethlehem Branch, Tel: 2770240, Mobile: 0598818917.

· Ms. Janet Ghatas, Director of Hamelat At-Teeb Ladies Orthodox Benevolent Society, Tel: 2741445. 

· Mr. Nader Rahil, ADP Manager, Laten Patriarchate, World Vision, Tel: 0567749514/2777893.

 Mrs. Ghaida Rahil, Program Manager, Dar Al-Nadwa, Mobile: 0598-912-964. 

 Yousef Abu Mokho, Psychologist, Ministry of Social Affairs, Tel: 0599-351-632

 Dr. Hijazi Abu Mizar, Director of  EMS in Palestine Red Crescent Society, Tel: 2776020/ 0599-254-971/8
