Resume

Objective: seeking a competitive job to suit my qualifications and experience

Khalid.126317@2freemail.com

Personal Data: 

Khalid 
Education: 

Sept. 86 – April 91 University of Khartoum (Khartoum – Sudan)

Bachelor degree in Economics and Politics.

Diploma in Translation (Sudan National Center for Languages)

Work Experience in Saudi Arabia: 

Current Employer (American Company) ACS Middle East Inc. Dec. 2008 

In the post of Senior Administrator, with the following (but not only) tasks: 
1. Responsible for all administrative issues of the company

2. Responsible for hotels' reservations and agreements 

3. Responsible for correspondences 

4. Inventory of phones, SIM Cards, lab tops, mobily connect … etc

5. Responsible for company housing, utility bills settlement, phones … etc. 

6. Managing office tools including scanners, copy machine … etc. 

7. Translation of all official letters (Arabic to English and vice versa) 

8. Preparation of exit and re- entry visas and Iqama renewal and all administrative issues. 

9. Issuing and follow up of visit visas and sponsorship letters

10. Keep tracking of  Petty cash and Bank Accounts

11. Responsible for all company work out side the office, Chamber of Commerce, Attorney Office, Auditor… etc.

12. Follow up of employees vacations. 

13. Locating of the project sites in Riyadh map and in real, Riyadh city.
14. Follow up of GOSI (General Organization of Social Insurance) and making payments

15. Responsible for company vehicles maintenance and payments

16. Responsible for the office stationery purchases
17. Support for all the staff. 

Oct. 2006 to Dec. 2008. A Real Estate Development Firm, in the post of Executive Secretary and Administrative Coordinator, with the following tasks: 
· Writing e-mails to different branches and shareholders of the company. 

· Making offer letters and contracts to newly employed staff. 

· Making purchase orders and doing translation required. 

· Archiving company drawings, letters and official documents. 

· Issuing and follow up of visit visas. 

· Preparation of the documents needed for exit and re- entry visas and Iqama renewal. 

· Coordination for shareholders and manager’s meetings including preparation of agenda and decisions. 

· Preparation of circulars in both languages English and Arabic.

· Responsible for correspondences. 

· Responsible for the office stationery purchase. 

· Managing office tools including fax, copiers, scanners and network.

Work Experience in Sudan

May 92 – June 97 El-Gharb Bank in the position of Investment and Project Officer, having good training in the different sections of the bank and preparation of daily, monthly,  quarter and annual reports.

Key Skills and Personal Attr.

Proficient in Computer software Office XP and 2003 Word, Excel and Power Point. 

Effective Communication Skills. 

Efficient result oriented and self-motivated. 

Valid Saudi driving license.  

Transferable Iqama.
