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AREEJ ALI Atyyeh. Msc.
Dean Assistant for Administrative Affairs  
School of Pharmacy

The University of Jordan
Queen Rania St, Amman, 11942 Jordan
Tel: +962 6 5355000 ext-23295
Fax: +962-6-5300250

Mobile: +962-77 5612548
Email: a.atyyeh@ju.edu.jo
 areej_atyyeh@yahoo.com

Personal Information:

· Date of Birth: August 23th, 1982
· Nationality: Jordanian

· Marital Status: Single 
Education:
· Master Degree in Public Administration, Dec 2019.  College of Business Administration,   The University of Jordan, Amman, Jordan.
· B.Sc. Management Information System " MIS", June 2008, Al-Zaytoonah University,  Amman – Jordan 

· Diploma in educational technology, 2002, Al-Balqa' University, Salt, Jordan.
· General Secondary School, 2000, Amman Jordan 
Professional work:
	2020- Current
	Dean Assistant for Administrative Affairs – School of Pharmacy The University of Jordan

	2018- 2020
	Chief of Staff of the School of Pharmacy – The University of Jordan

	2016-2018
	Chief of Staff of the School of Art and Design, The University of Jordan

	2015-2016
	Director Assistant of the Presidential Office, The University of Jordan

	2013-2015
	Division head at  the Presidential Office, The University of Jordan

	2009-2013
	Chief of Staff of Maintenance Department, The University of Jordan

	2008-2009
	Computer lab supervisor at the Faculty of Economics and Business. Al-Zaytoonah University

	2006-2008
	Requirements Department, Al-Isra’ University

	2004-2006
	Lab Supervisor of educational Technology, Al-Isra’University 


Professional training 
        • Senior • Senior management course, with (36) training hours, Consultation and Training Center - University of Jordan 2021-2022
· Strategic planning course (Talal Abu-Ghazaleh Academy), 2019

· Strategic Planning for Human Resources (Near Horizon Academy), 2019

· Training of Trainers (TOT) course ( Global Academy of Finance and Management), 2018
· Development of management skills course (Center of Consultations and Training- The university of Jordan). 2019
· Higher Management course (Center of Consultations and Training- The university of Jordan). 2017

· Certified Project Manager (CPM) course (Modern Managers Consulting and Development), 2009

· Computer skills development, 2007

· ICDL, 2005

· Software package cycle WIN ISIS,2003
Experience and Expertise 
· Supervise administrative services professionals, paraprofessionals, technical/support and classified staff and perform both direct and indirect supervision through subordinates. 
· Monitor the administrative affairs of the staff in the college.

· Preparing the college’s work plan in light of the Corona pandemic, periodically and continuously.

· Supervisor of the Human Resources committee for ACPE certification of school of Pharmacy.

· Coordinator of the investigation committee  with student affairs
· Rapporteur of the Human Resources Committee at the college
· • Member of the college’s administrative committee
· • Member of the college’s social committee
· Responsible for administrative and financial matters in the Supplies and Tenders Committee at the School of Pharmacy.

· Develop and deliver complex presentation materials including charts, graphs and other data regarding the school matter  

· Participate in accreditation activities.

· Perform other duties as assigned.
Project Management  and Administrative Skills
· Follow up on administrative staff matters and respond to their inquiries
· Staff attendance follow up through fingerprint systems and human resources
· Administrative reporting and staff performance evaluation 

· Electronic archiving and file archiving

· Manage records and archive files

·  Team work, 
· Excellent communication skills with excellent negotiation skills.
· Strong planning and coordination and time managements.
· Working under pressure and for long hours.

Languages

Arabic: Native

English: Good commands in English 

Computer skills

· Microsoft Office Package (MS World, Excel, Access, outlook, and Power Point).
· ICDL Certification
References 
· Can be provided upon request
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