





 
  
 

 
 
       Ali Mohamed Shukri Al Jamssi
 
 
 
 
 
PERSONAL DETAILS 
 Nationality: Palestine 
 Marital status :Married
 	Date of Birth:22-8-1983
Mobile Number: 39079866-33478228 
 Email: ali.aljamassi@gmail.com
 
EDUCATIONAL QUALIFICATION 
· General Secondary Certificate from the Sheikh Abdul Aziz bin Al Khalifa Secondary School . 
· Diploma Certificate in Microsoft Office from Damlun Academy. 
· Diploma Certificate in computer specialized on archiving from the Institute of the capital. 
· Certificate of completion a course on business management  
· Certificate of completion of a course about the Protocol and the work of embassies . 
· Different certificates of my participation in some conferences and workshops. 
 
 
SKILLS : 
 
· Use written and verbal communication skills in a good way. 
· The accurateability in following up the office work. 
· Ability to use the language of science and management in editing and writing, professionally. 
· Ensuring  of apply Work responsibilities, such as the creation and preparation of documents, and the use of digital content on the Internet. 
the Excellence in organizational ability, like a range of tasks such as meetings, events, and other functions that need to be linked to a specific timeline. 
· Ability to use most basic computer programs (such as Microsoft Windows & Office in all versions). 
 
 
 
PROFESSIONAL EXPERIENCE 
 
 
2010 – 2018 
Administrative work and secretarial-Office of the Ambassador at the Embassy of the State of Palestine in the Kingdom of Bahrain. 
 
2007 – 2010 
Secretary – Ali Salem al-Larayedh law firm and legal consultancy 
 
2004 – 2007 
Secretary-Embassy of the State of Palestine at the Kingdom of Bahrain. 
 
2002 – 2004 
Secretary-al-Burasheed Office for Law and legal consultancy. 
 
2000 – 2001 
"Supervisor" Supervisor-Bukhwa Restaurant Group. 
 
1999 –2000 
Accountant and Secretary-Al Barjeel Contracting & Building Materials Co. 
 
1998 – 1999 
Security guard-Hotel Oriental Plaza. 
 
1997 – 1998 
Supervisor -Hotel Bahrain Plaza. worker-Al Ghasra Welding & Steel Workshop 
 
1996 – 1997 
Worker-Al Jish Garage 
 
 
TASKS THAT I AM FLUENT IN: 
· Receive, categorize and record the Daily Mail then presented to the management.  
 
· Preparation and writing of instructions, decisions and other administrative matters, issued under the directives of the management or the internal and external departments and then follow-up on the way it sent, whether by mail, e-mail, fax or any other means of communication. 
 
· Provide a summary to the managementabout the daily News in the electronic newspapers paper, and ensure of receiving any kind of new related to our neuter of work.  
 
· Identify, record, alter and cancel appointments of meetings, visits, or special interviews, whether with staff in the organization or individuals outside, or external meetings such as conferences meetings. 
 
· Handling of telephone communications and transferring them to the manager or person responsible in accordance with the agreed instructions In advance, take care to prepare a directory and address book containing a set of information, about the phone numbers of permanent callers, and their e-mail addresses. 
 
· Perform all the general functions of secretarial work, such as computer use, printing, photocopying, copying, graphs and table design, etc. 
 
 
INTERNAL WORK CAPABILITIES: 
 
· Set up an internal system (archiving, save and follow-up system) in the computer to save the files so that each file has a number and this number is the name of the file on the computer which contains all the details of a particular file or subject (from data or evaluation or all of the scope Work from inbound and outbound in return, there are tables that contain file names and topics with their serial numbers. 
 
· A simplified internal system that I create to deal with e-mail, which is required by a specific mechanism in terms of the organization of incoming and outgoing messages from and to it, as well as other mechanisms to respond and follow up in accordance with Daily work requirements in a series form for extracting or following up work-related topics impressive positive results in flexibility and ease of reference to certain files or topics, no matter how long the time they occur. 
 
· Sending annual congratulations to government and private leaders and institutions with through the establishment of a specific electronic system. 
 
· create all designs that related to Work such as (Invitations-greeting cards).  
 
· Maintenance of computers, Internet lines and cameras, which saves the costs of repair companies and periodic maintenance of electronic devices. 
 
 
EXTERNAL WORK CAPABILITIES: 
 
· During my previous years, I have been able to create a distinguished official social relations with a large number of official and legal personalities beside businessmen, especially that I am a native of the Kingdom of Bahrain and fluent in the mother tongue, which facilitates the coordination and arrange any work, event or request for support and assistance. 
 
 
· I am fully aware of the special preparations for any event, whether in the media 
(communicating with the newspapers and media to attend and making the necessary media coverage) or in practice way  (such as bookings, sponsoring invitation cards in terms of their work or ensuring their delivery to the concerned party) or how to obtain support in communicating with the supporting entities who know to us both individuals and institutions. 
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