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	Address:              Gabeul –Siliana 6100 Tunisia
Phone Number:      +216 97 39 11 01
                            +216 22 05 74 73
Email :                    amel.tarhouni@yahoo.com
Profession               Construction Manager Assistant 
Certificate               English Teacher  
 

	
	Educational certificate  :

· 1996: Secondary school (2 Mars 1934 Siliana Tunisia)
· Obtained the baccalaureate Diploma of secondary studies section literature   

· 2005: university of language and science of humanities Kairouan Tunisia) 
· Obtained the diplomat of teaching English at the university of language and human science 
· Educational Qualification 
· 2002  trainings in compute ring (windows 95/98/2000 

· From August until  September 2003 united kingdom Training courses in English Studies in Litchfield College Tamworth UK ,spending the most of time with English family learning their culture , their tradition and most of all their English life style adds to that we organized many excursions  to cultural or historical cities such as London , Bristol ,Birmingham….etc
· Furthermore we attend training courses in compute ring and internet
· December 2006 training for the companies creation for contractors( CEEF)

· 2008 successively completed the safety certificate for safety leadership workshop trainings for” managers and supervisors “      

· Professional experience 
· From March until now: Commercial Responsible: my duty is to be in charge to:

- develop all the activities of the company,
- Take new commands,
- Make negotiation with different companies concerning procurement.

        -My position there is to make relations and communication between the suppliers and customers also,
       - I am always looking for the less offer with the best quality  
       - My aim here is too look for new customers to our company to win money.   
· September 2009 until march 2010passengers service department TAV Tunisia An international Turkish company (TAV airports and Holding ) I was working as responsible for lost and found bag gages using the Sita  Address as an international system ‘world tracer “ management and tracing system in situation where the baggage  has been lost, Damaged, pilfered or delivered late.  In the unfortunate case of luggage was being misplaced. Also I deal with the check in/out , and all passengers service during his travel
August 2007 – September 2009 :
Construction  general manager Assistant and translator in TAV Tepe Akfen Yartim Issaat , an international company specialized in construction and operation of airports , my real job in this company is:

· Attend all details ,interpersonal skills 
· Assist project teams in developing and maintaining scope documentation including construction drawings, 

· Pull actual expenditures data from clients financial system for project manager,
· Coordinate inspection reports ,submittal and construction correspondence 

· Self motivated , positive attitude ,able to complete work with minimal supervision, 

· Attend the meeting organized    by the company and subcontractors, 

· Attend all calendar management and provide general administrative support,  

· Maintain all calendar schedule ,training courses ,meeting ,appointments and act as a liaison with internal and external contacts, 

· Answer phones ,clients questions or redirect them to the appropriate person, 

· Prepare documents and presentation material, create edit agenda s, meeting, documentation and excel spread sheets,
· Handle internal and external correspondence make all travel arrangements (domestic and international) and prepare travel expenses reports,
· Filling, typing data entry copy fax distributes mail; order supplies and maintain equipment needs, 
· 2006-2007 BTP vacance Skanes : Receptionist I interest in the 
· Accommodation of the guests, 
· Customers service ,check in ,check out ,solve problem ,change money rent safe boxes …
· July 2005-2006 Ibero Sahara Breach .customers relation Assistant  my job there ,is to :
· Delight customers above and beyond the call of duty,
· Has an intimate knowledge of the customer’s needs,
· Has empathy for the customers situation, 

· Able to communicate clearly both written and spoken, 

· Talk with a way that any guest can understand me,
· Have “a thick skin “and able to handle complaints even when handling unpleasant customers works accurate and with eye for details, 

· Handle in the best interest of both customer and company ,
· Suggest improvement to the various communication s by the company, 

· Otherwise to be pleasant and friendly is an only purpose to built a long term relationship with the customers    
COPUTER’S SKILLS 
Comprehensive computer’s knowledge:
Software application , Microsoft outlook , word, Excel, Power point , Photoshop internet and computer experience: 
Language:
· Arab:   read,writte,spoken 
· French:         Read, written, spoken
· English:         Read, written, spoken

      Additional Language :        

· Italian       Read, and written  

· Turkish      Read,  and written  

LEISURE ACTIVITIES:

· Hold a Full Driving license for 7 years

· Entertaining my British friends ,Letters ,Writing and Music 

· Travelling, Reading, voyages 
· Cinema, music, Theatre 
· Dancing, cooking, and gardening

· Enjoy Sports practicing Handball for 6 years Walking and Swimming 

· Interest in English history and Culture  
· Interest in learning languages 
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