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PROFILE 

Business experience, ethics, finance, Domestic Relations, understanding of 

international relations, interactions with state and federal government agencies 

and corporate tax environments. Worked closely with Tax team on Sarbane-Oxley 

and other regulatory requirements. Wide range of experience supporting senior 

level executives from multiple industries. Extensive knowledge and experience with 

Microsoft Office including Word, Excel and PowerPoint; Imaging; Oracle DBA; 

Adobe; Lotus; Groupwise; Internet HTML; Advanced Imaging; Publisher. Languages: 

(Partially Fluent) Arabic, knowledge of other languages. 

 

PROFESSIONAL EXPERIENCE 

PHYSMED DIRECT: PHYSICIAN‘S MEDICINE DIRECT (PMD) 06/2005 - Present 

Des Plaines, Illinois 

Physician Recruitment, Research and Development 

https://Physmeddirect.com 

Executive Manager To The CEO 

 As a new visionary in physician recruitment, PHYSMED DIRECT: PHYSICIANS' 

MEDICINE DIRECT acts as a liaison between physician employers and 

physicians. 

 We minimize and streamline the verification process for physicians seeking new 

opportunities by matching the needs and requirements of our clients with an 

ideal candidate (physician) for the opportunity. 

Medical Auxiliary Network (MAN) – Executive Director and Operation Director 

08/2010 - Present 

Women’s Opportunity Mammary Anatomy Network (WOMAN) – Executive Director 

08/2010 - Present 

 

Corporate, Chicago, Illinois 05/2008 - 09/2009 

a leading international mining group for Packaging 

Executive Assistant to the Executive Assistant Treasurer / Director of Tax for the 

Americas 

 Implemented SOX regulated responsibilities as the tax administrative support 

including engaging in crucial tax processes & procedures for internal 

controls, compliance related record-keeping, report analysis, state & federal 

tax law research and communications. Applied business acumen using 

economic, financial and industry data, combined with knowledge of 

administrative needs, to help maintain planning and decision-making. 

 Provided assistance and support to tax Executive Professionals, with 

formulated memorandums, notifications, field emails, tax programs, punctual 

shipments, and general instructions. 

 Configured cost-effective mail merges for creation of multiple multi-faceted 

tax notice correspondence for compliance. 

 Educated team members about various technical functions to analyze 

problems and propose solutions to enhance job performance, work efficiency 

and safety. 

 Assisted with routine filings for increased precision in taxing jurisdictions by 

creating researched reports, aesthetic calendar references, and other 

record keeping administrative reports for upper management aptitude analysis. 

 Organized final preparation for 200+ federal & state tax returns and 40+ 

check request tax payments per quarter within a two-week timeframe. 

 Used conflicting information to ask probing questions to evaluate the 

accuracy, underlying assumptions and reliability of each source and set of 

facts. 
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 Articulated and promoted strategic directions by consistently prioritizing 

activities aligned with department goals and objectives. 

 Upheld ethics and values of integrity, accountability, teamwork, trust and 

transparency.  

 

MULTIPLE CONTRACT AGENCIES 02/2002 - 04/ 2008 

Fulfilled multiple long-term contract assignments for a wide range of companies 

and industries in the Chicago area. Companies included: Exelon (Commonwealth 

Edison), Great Lakes Naval Base, Alden Management Services, Aware Talk Radio, Bank 

of Tokyo Mitsubishi, Bein and Fushi and Superior Home Health LLC. 

Executive Administrative Assistant 

 Contract Executive Administrative Assistant on multiple long-term 

assignments, for various companies. Provided executive administrative 

assistance and support to senior managers, internal staff, Directors and 

CEOs. 

 Supervised Home Health domicile for home health services. Organized the 

Health Group through reorganization process by creating-office file 

templates, instituting new policies and procedures, conducting payroll, 

managing office functions, and assigning project work. (Superior Home 

Health LLC)  

 Supported Corporate Secretary’s Office and Ethics Department with support 

and provided objective insight by facilitating the administration processing to 

the 2002 Code of Business Conduct Questionnaire. Created the 2002 Code of 

Business Conduct Questionnaire Methodology Report for the CEO. (The 

Sarbane-Oxley Act 2002).  

 Technical Writer / Author for the Great Lakes Naval Base Medical Hospital 

computer system.  

 Researched magazine medias and created a magazine profile report & filing 

database for the Director.  

 Organized morning security for safety & protection procedures for 

International Bank Reception.  

 Documented historic Stradivarius musical instruments for the record of 

trade, sale, consignment, and negotiated a loan. 

 

AIRLINES, Chicago, Illinois 05/2001-12/2001 

Airline Flight Attendant 

 Attended to passengers according customer service standards, and followed 

FAA rules, regulations, policies and procedures. 

 

HUMANITARIAN WORK 01/2000-12/2000 

Spent one year doing humanitarian work abroad. Experience included teaching 

English, work with non-profits (Non-government organizations; NGOs) to support 

understanding and cooperation between Americans and local populations, research 

and analysis of local issues and conflict resolution. 

 

EDUCATION 

Found Under Alias Names – Interview Re;lease  

UNIVERSITY OF IOWA, Iowa City, Iowa – 1999 

B.A., Major: History (Middle Eastern Studies) Emphasis in Political Science 

SOUTHERN ILLINOIS UNIVERSITY OF ILLINOIS AT EDWARDSVILLE 1994-1997 

HAROLD WASHINGTON, Chicago, Illinois - 2005 to 2005 

OAKTON COMMUNITY COLLEGE, Des Plaines, Illinois - 2005 to 2005 

DEPAUL UNIVERSITY, Chicago Illinois - 2009 to 2009 

NATIONAL GUARD, Rock Island, Illinois – 1995 - 1996 


