Eti Dgani	Comment by JJ: Can’t find an English spelling but I’ve found others who spell their name this way.
Netanya | DOB: 1979 | 052-3425042 | etipas@gmail.com | ID: 037345311

· A team player with a solid track record of administrative experience, performing duties in a professional manner, and providing service to customers, suppliers, and colleagues.	Comment by JJ: I switched around the terms a bit because I think it works better this way in English, e.g. I started with team player.
· Responsible for coordinating complex workloads, working with computers, handling enquiries, records management.	Comment by JJ: Maybe “skilled at”?
· Excellent interpersonal skills and work ethic, thorough, diligent, and task-driven, proactive with a strong organizational vision, well-presented, articulate, with a strong command of English.	Comment by JJ: I think this works better here since we are talking about communication skills

Education:
1999-2003:	L.L.B. (Bachelor of Laws) degree, The Academic Center for Law and Science, Hod HaSharon	Comment by JJ: https://en.wikipedia.org/wiki/Academic_Center_for_Law_and_Science

The college changed its name, this is its Wiki page in English.
1995-1998:	Ulpana Emuna State Religious High School, Bnei Brak	Comment by JJ: https://en.wikipedia.org/wiki/Ulpana	Comment by JJ: https://archive.jewishagency.org/getting-ready/content/15006

Work Experience in Administration:	Comment by AL E: Please note that I have switched verb tenses to past tense for past positions and responsibilities, in order to better reflect all that you accomplished.
2015-2017:	Project Manager, MedicTop, a company promoting healthy lifestyles	Comment by JJ: https://www.facebook.com/medictop1/
· Liaised with education and health professionals, including senior municipal and health officials.
· Marketed the company’s programs and managed meeting schedules to present them.
· Managed and recruited a team of instructors.
· Multitasked and worked under pressure.	Comment by JJ: I would swap these two around, maybe even put the “working under pressure” one in the top three bullets instead as it’s an overall skill to work in a fast-paced pressurized environment?
· Prepared payroll and managed basic bookkeeping duties.
2015:		Assistant to the Project Manager & Head of Administration, Capito Ltd.	Comment by JJ: https://israeli-companies.com/hevra/מידע-על-קפיטו-בעמ/
Spelling in English here
· Administrative office management: undertook records management for a team of consultants, coordinated meetings, responded to clients, monitored employee activity.	Comment by AL E: While the Hebrew says “computerized", I think it's already clear from the rest of the CV that you are great with computer work, and the phrase doesn't translate well into English	Comment by JJ: Maybe “coordinating internal and external meetings”?
· Administered bookkeeping material: managed supplier files, documented expenses, managed client billable hours, managed a small cash register.	Comment by JJ: Do you mean client billable hours?	Comment by AL E: Please confirm that this accurately reflects your meaning
· Office management: duties included repairs, filing and shredding documents, health and safety oversight for office staff.	Comment by JJ: So the original says wellbeing, but I think this is referring to what we would call health and safety, which is usually part of the office manager’s role where there isn’t a separate HR person. It encompasses tasks like making sure they have the right equipment, desks set up correctly, know fire drills etc. Is this what is meant here?
· Responsible for the efficient operation of the office, with meticulous attention to detail.	Comment by JJ: Is this what is meant?
2011-2013:	Head of Administration, Sela Tiles Ltd.	Comment by JJ: I translated it instead of transliterating so it would be clearer to an English speaker
· Created customer records in the computer system, updated details, coordinated delivery schedules, collected payments.	Comment by JJ:  “computer database”? I assume this means a CRM app like Salesforce?
· Developed price quotes, explained product specifications, handed delivery notes.
· Promoted products and services to customers, worked to increase sales and customer base.
· Responsible for effective operation of the office, undertook tasks in a professional, service-oriented, and efficient manner.
2000:	Secretarial Assistant to the Deputy Director General, Infrastructure and Logistics, Clalit Health Services	Comment by JJ: Is that what is meant?
· Administrative office management, liaised with pharmaceutical companies, managed customer relationships.

Work Experience in Law:
2006-2010:	Attorney, Law Office	Comment by AL E: Should there be a name here?
2003-2004:	Intern in the office of Deputy President Judge Yitzhak Shenhav, Ramat Gan Family Court	Comment by JJ: https://judgescv.court.gov.il/6b8384ba-645e-e811-8105-0050568a6817יצחק-שנהב

His name in English here (this is his approved spelling)
2003:		Pre-internship in the law office of Shalom and Shalom, Petah Tikva

National Service: 	Secretary to VP Logistics and Infrastructure, Clalit Health Service.
Languages:		Native Hebrew, Professional-level English, Intermediate Arabic.	Comment by AL E: Please confirm that this accurately reflects your meaning
IT Skills:	Proficiency in Microsoft Office (Word, PowerPoint, Excel) and internet applications, legal databases and software, Canva.	Comment by JJ: Do you mean this graphic design program?
https://www.canva.com/en_gb/
if so let’s say that it is a graphic design program, since that is added value

Also since above we talk about creating customer records, maybe add “customer relationship management software” if it was that?  
