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Summary
· 3+ years of experience as an Executive Assistant to the VP of Cyber - Synamedia.
· Collaborated both independently and within cross-functional teams to achieve project goals and meet tight deadlines.
· Managed, monitored, and reviewed the budgets and budgets performances.
· Handed sensitive and confidential information while maintaining confidentiality and discretion.
· Directed the E2E recruitment process for 50+ roles, resulting in the selection of qualified talent
· Demonstrated strong organizational skills by efficiently arranging team events for 60 employees
· Extensive experience as a Process Engineer - Teva.
· Managed and analyzed large amounts of data, while leading statistical investigations.
· Directed operations of a fast-paced pharmacy, supervising a team of 12+ staff members, and ensured a high quality of customer service in Maccabi
· Excellent organizational, multitasking, and time management skills.
· Strong communication within all levels of the organization, and experience in working in an international environment
· Chosen as an outstanding manager - Maccabi
· B.Sc in Pharm, The Hebrew University of Jerusalem, Graduated with Honors. 
Experience
2020 - 2023    Executive Assistant / Project Coordinator, Synamedia
· Provide comprehensive administrative support to the VP, managing his calendar, scheduling meetings, and arranging travel itineraries.
· Managed the E2E recruitment process for 50+ positions, resulting in the hiring of highly qualified candidates within tight timelines.
· Coordinate legal agreements - facilitated communication and coordination between vendors and the company’s legal team to ensure the timely execution of legal agreements.
· Managed team budget - worked closely with the manager and finance team to approve the budget and ensure adherence to financial guidelines.
· Monitored and reviewed budget performance regularly to identify areas for improvement and adjust spending accordingly.
· Planned and organized team events for 60 employees
· Maintained confidentiality and discretion in handling sensitive & confidential information. 
2012 - 2019    Process Engineer, Teva Pharmaceuticals
· Process engineer with a vast experience in the pharmaceutical industry, QP qualification.
· Successfully managed multiple complex projects E2E, meeting tight schedules and deadlines.
· Managed large amounts of data, analyzed and documented it in professional reports and protocols following the requirements of the various health authorities.
· Conducted extensive research and analysis to identify and troubleshoot process issues.
· Worked independently and collaboratively with cross-functional teams to meet project goals and deadlines.
· Led the field of statistics in the department - using statistical tools such as JMP to write process investigations and present data. 
2001 - 2012    Pharmacist & Pharmacy Manager, Maccabi Pharm
· Managed the operations of a busy and complex pharmacy, overseeing a team of 12+ staff and ensuring high-quality patient care and customer service.
· Ensured compliance with all regulatory requirements and maintained accurate and complete records.
· Worked closely with the Ministry of Health.
· Chosen as an outstanding manager in Maccabi Pharm. 
Education 
B.Sc Pharm, The Hebrew University of Jerusalem, Graduated with Honors. 
Skills
Proficient in Microsoft Office Suite.
Military Service
Medic in military clinic & Assistant to clinic deputy director, IDF
Languages
Hebrew - Native    |    English - Fluent
