MOHAMMED 
MOHAMMED.148203@2freemail.com                                                  CV

Personal Data:
Nationality: Chadian

Date Of Birth:01-01-1978

Objective:

Seek a challenging leadership position in an environment focused on quality, customers and innovation. A position where I can leverage my leadership & team-building skills, business development and marketing expertise, design and development experience, as well as my extensive contacts and network.

Summary of Qualifications:

· Highly effective leading and motivating teams produce positive results while meeting deadlines.

· Negotiating with prospective and existing customers to increase business volumes.
· Evaluating problems and delivering solutions appropriate to business and customer needs
Education:

· Second Year –Fifth Semester BBA Course (With SMU University , India –Distance Education)
· Diplomas in information technology, India
· General Secondary School science intermediate in Al-Taiseer secondary school, Jeddah, K.S.A (Graduate Date: 1997).
Management Courses:

· Executive Secretary & office Management Workshop/course from Derasaat Center (start23-07-2007, finished:25-07-2007).
· Certified from American Board Of Unlimited Thinking in Brain MAP Dated: 7-06-2008.
· Certified from academic E-Learning  in  Estimation Priorities(complete:09-08-2008) , skills of preparation the administration  Reports(complete:15-07-2008), Methods of Customer Service from Academic(complete:22-05-2008),Meeting management (complete:01-09-2008), HR-Management (Completed: 04-09-2008).Essentials & basics of public relations (completed: 15-09-2008). Total Quality Management(completed: 01-11-2008), Project Management Course (completed: 03-05-2011)
Computer Courses:
· Diploma in basic of hardware& networking- Media trek Computer Academy Bangalore, India      duration (start:7-1-2002,finished:8-6-2002).

· Diploma in Office Automation course covered ms-office – Orchid institute, Bangalore, India   Duration (start: NOV 2001, finished: DEC -2002).

· Diploma in Basics Of Unix Opertaing systems- infotech Global institute, Bangalore, India duration (start29-8-2001, finished: 6-9-2001).

· Certificate in C, C++ Language – NICT Institute, Bangalore, India   complete date:20-7-2001.
· Certificate  in Visual Basics  – SSI Institute  , Bangalore, India   complete date: March 2001.

· Certificate in Database Operation for Oracle 8i Administration – SRM Radiant Institute, Bangalore, India (start10-5-2002, finished: 20-6-2002)..

· Certificate in Administration Oracle 9ias   – SRM Radiant Institute, Bangalore, India (start: Sep-2002, finished: Oct-2002).
· Certificate Oracle Developer2000    – Orchid Institute, Bangalore, India (start: july-2002, finished: Aug-2002).

· Pass The Fist Oracle OCP Exam – SQL Paper   Completed date: 2002

Professional experience:

· Admin assistance in Al-Sawani Company   for one year and seven months (start: 01-01-2003, finished: 15-07-2004).
· Asis. Marketing consular in al-Andulsyah ads &marketing co for two years one year part   time & one year full time(start:01-02-2003,finished:09-06-2005).
· Sales executive in alyamama information technology selling of all Microsoft products (licences)  6 months 2006.
· Admin assistance in AMR for Marketing (EXECLUSIVE AGENT FOR SMART CHART CARDS) 3 months 2006.
· Executive Secretary in Community Service Unit- CEO Office NCB Bank since 13 months (start: 10-02-2007, finished: 30-03-2008).
· Executive Secretary in IPRO Training Company (2009).

· Document Controller in Projacs International Co for Alfareeda Project (Since 15-04-2009 to 01-01-2010)
· Document Controller in YHCE Co (Since 15-02-2010 to 14-07-2010) on Aconex System.

· Document Controller in Projacs International Co for NBK Bank Project (Since 04-12-2010 until today)

Skills:

· Very experienced in working alone and as part of a larger team

· Proven ability to work under pressure and meet tight deadlines

· Prepare for all Secretary Duties(hotel booking, Flight Reservation,.....,etc)

· Aware about computer such as ms-office, visual basic 6, basic of hardware & networking
· Controlling All  the related document for the projects(Materials& Shop Drawings)
Languages:

Arabic (Speak, Read, Write),

English (Speak, Read, and write)

Hobbies:

· Reading – novels & international magazines

· Corresponding – via internet world wide

· Football

Having a valid Saudi driving license

