
1. Please describe your job duties and work environment. Be sure to touch on your tasks, responsibilities, office culture, new experiences, and challenges and opportunities you face:
First, I am working as Administrative Assistant during my work co-op.
Second, my duties are 40 hours weekly, its start from 8:00 am to 5:00 pm. However, this is a few points that describe my job during my duty:
• Greet clients and guests.
• Ensure that clients or guests are engaged legitimately until the point that they meet the fitting individual.
• Handle telephone calls and relay messages to appropriate department or individual and Open, arrange, and distribute incoming mail, faxes and email

• Oversee office's documenting and record administration needs.
• Attend meetings, take and record minutes of meetings and distribute the same as instructed
• Prepare administrative reports for senior managers
• Assist data entry staff in performing data entry tasks by providing informational support to them
• Ensure the confidentiality of both verbal and written information


	

	2. Think about some of the skills you have learned in the classroom and describe how you are using 
them in the work place. These skills can be hard technical skills such as programming languages, 
drafting, rendering, project management, surveying, report:
	


Communication skills
[bookmark: _Hlk488529474]
we took a course last semester in level 4 Business Analysis II and the course was talked about business to develop knowledge in several related information technology concepts, such as data management structures, information life cycle management, and information management tools. so last month we had a problem with one client. He requested equipment and our customer's service told him to get back after two weeks and when he got back to the company his ordered not arrived because of the delay in the ship to arrive from America. So I made a phone application to let the customers track their order and also when their order arriving that automatically get a message from us, so we save our customer's time, and we save our company time to do finishing others work.
3.Now describe some soft, or professional, skills you are using. These can be time management, team work, initiative, professionalism, communication, sales, etc. How do you plan on learning more, or continuing to improve on these skills?


I faced a great employee's people here and I learned many things about them during my work time. also, to be honest, I used my communication skill to cooperate with them. So, I like to learn more and I ask them if I don't know something and I don't be shy when I don't know something.


4. What do you think your strengths are for this work place? Can you please provide an example of demonstrating this strength?
I have strong persuasion power sometimes. So, I remember when the problem mentioned in the second question. I went to the manager and explained to him the problem and how to solve this problem and how to apply it so I expect because of the explanation of the project convinced my manager and he also convinced the director general.




5.What is your biggest area for improvement? How do you plan on working on this challenge?

One of my huge difficulties will be altering and be patient to the new work process for making reports to present to customers. Each organization has a marginally extraordinary process, obviously, you need to abstain from uncovering to clients that anything feels new. I meant to solicit a considerable measure from inquiries amid my first report, and check whether an associate is accessible to survey it before I share it with the customer. That route, when my report is before the client's eyes, I was feeling adequately sure about the procedure and work.






	

	6. Please re-read your learning objectives you completed in an earlier assignment. What objectives are you on track 
to meet, and which ones require more attention? Please include a few thoughts on how you will start, or continue, 
to meet your goals?
	



I had worked in many different fields such as working in health industrial as nursing technical, marketing as a salesman, working as volunteering person with Saudi club for five years and the club is nonprofit organizations. so, this experience gave me enough communication skills with different situations, 
but, this workplace improves my skills in many ways, and I learned a lot during this work such as listen, listen, and listen to people because people want to know that they are being heard. Listen to what the other person is saying, instead of formulating your response, also treat everyone equally. Do not talk down to anyone, treating everyone with respect. Treat others as your equal. Lastly, maintain a positive attitude and smile. Even when you are speaking on the phone, smile because your positive attitude will shine through and the other person will know it. When you often smile and exude a positive attitude, people will respond positively to you.
On the other hand, I faced a difficult to deal with a programming. So, I decided to meet my professors and ask them to give me their suggestions to improve myself in future.





[bookmark: _GoBack]Here is my company that I worked with GROUND STRUCTURES
