RESUME #145

Education		Niagara University 
			AACSB Accredited Institution
Master of Business Administration, December 2017
Concentration: Human Resource Management & Strategic Management
GPA: 3.60 

University of Illinois at Urbana–Champaign 
The Intensive English Program, 2013-2015 

King Saud University
AACSB Accredited Institution 
Bachelor of Administrative Sciences in Business Administration, January 2012
			GPA: 3.37

Computer Skills	Microsoft Office: Project, Word, Excel, PowerPoint, and Outlook
			Intellicure HER - Healthcare system for wound care
			Volgistics - Volunteer management software

Experience		Gray Line Tours of Niagara Falls
			Operations assistant-Seasonal – May 2018 - Present
· Perform daily audits to Department of Transportation (DOT) driver logs and to ensure compliance with all Federal Motor Carrier Safety regulations and confirm proper and complete recordkeeping
· Act as liaison between the operations division managers, sales force, and customers

Mount St. Mary's Hospital and Health Center 
			Volunteer – November 2017- Present (600+ volunteering hours)	
· [bookmark: _Hlk506112756][bookmark: _Hlk506112951]Provide administrative support to the Center for Wound Healing and Hyperbaric Medicine, including maintaining files and records, scanning, copying, filing, and mailing
· Prepare office hour charts - patient registrations and records for upcoming appointments 
· [bookmark: _Hlk506113016]Review active and inactive patients listing - recall system
· Verify the cost share of insurance payments and highlight balances for follow up
· Provide administrative support to the director of Human Resources
· Provide administrative support to the Volunteer Manager
· Organize and update records in the Child Care Center
			
Saudi Student Association at Niagara University 
			Cultural Affairs Officer – November 2016 – November 2017
· Organize events and trips and promote cultural awareness on campus
· [bookmark: _GoBack]Orient and acclimate new international students to the U.S. i.e. housing, banking, and culture  

			Aramco (Arabian-American Oil Company)
			Summer Trainee – July-August 2010
· Identified volunteer assignments and conducted ongoing evaluations of individual volunteers 
· [bookmark: _Hlk508135428]Assisted with reading initiatives for promoting reading awareness in young children


[bookmark: _Hlk509422313]Professional 	Healthcare interpreter training certificate - 80 hours completed 
Development		International Conference on Leadership, Management, and Strategic Development at the 
University of the Virgin Islands – May 23-25, 2017 
	 
Memberships 		Buffalo Niagara Human Resources Association
National Human Resources Association
Society for Human Resource Management

