
WORK EXPERIENCE

Website admin 
GJU [ 15 Mar 2021 – Current ] 

City: Amman 
Country: Jordan 

Designing, developing, maintaining, and troubleshooting websites
Creating and updating content
Creating backups
Coordinating with other members of the team—such as graphic designers or information technology
professionals—to ensure that all aspects of the website project are completed on time
Providing customer support through email or phone to answer questions or address concerns
Setting up user accounts and providing customer service to customers who use the website
Maintaining and updating current content on the website to ensure it is relevant to users’ needs
Reviewing analytics data to determine which keywords or topics are generating the most interest from
users

Executive secretary 
GJU [ 15 Oct 2015 – Current ] 

City: Amman 
Country: Jordan 

Provides high-level administrative support and assistance to the Executive Director and/or other assigned
leadership staff.
Performs clerical and administrative tasks including drafting letters, memos, invoices, reports, and other
documents for senior staff.
Arranges travel and accommodations for executives.
Schedules and attends meetings on behalf of executives, taking notes and recording minutes.
Receives incoming communication or memos on behalf of senior staff, reviews contents to determine
importance, and summarizes and/or distributes contents to appropriate staff.
Performs office tasks including maintaining records, ordering supplies, and performing basic bookkeeping.
Performs additional duties as assigned by executives.
Performs other related duties as assigned.

EDUCATION AND TRAINING

MBA 
Al Zaytoonah University [ 15 Feb 2016 – 1 Jul 2018 ] 

Address: Amman, Amman (Jordan) 
https://www.zuj.edu.jo/ 

Safaa Taamsah 
Nationality: Jordanian   Date of birth: 6 Sep 1990  Gender: Female  

 

 

(+962) 4294040

Email address: safaa.taamsah@gju.edu.jo 

Address: Jordan-Madaba, Madaba (Jordan) 
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English 

LISTENING C1  READING C1  WRITING C1  

SPOKEN PRODUCTION C1  SPOKEN INTERACTION C1  

Computer engineering training 
Jordan university [ Jun 2012 – 30 Aug 2012 ] 

Address: Amman, Amman (Jordan) 
http://ju.edu.jo/Home.aspx 

Bachelor of Computer Engineering 
Mutah University [ 15 Sep 2008 – 30 Jul 2012 ] 

Address: Alkarak, Alkarak (Jordan) 

High School (Tawjihi) 
Ministry of education [ 1 Sep 2007 – 1 Sep 2008 ] 

Address: Madaba, Madaba (Jordan) 

LANGUAGE SKILLS 

Mother tongue(s): Arabic 

Other language(s): 

DIGITAL SKILLS 

My Digital Skills 

Communication: using emails and other digital communication tools to send messages. /  Meetings: switching
from face to face meetings to video conferencing meetings /  Understanding of common digital platforms and
software /  CMS ,HTML,CSS /  Ms teams, Photoshop, Outlock, Stream /  Drupal CMS 

http://ju.edu.jo/Home.aspx
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