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Amanuel 

Dubai, UAE

E- Mail ---Amanuel.16774@2freemail.com  

PERSONAL DATA
DOB: 

13 April 1982
Nationality: 
Ethiopian

Sex:   

Male

Marital Status:  
Single

OBJECTIVE

Seeking a challenging career opportunity where my academic background in Education and Training, Secretarial and Administration, Information Technology, and Sales can be combined with my attributes and personal skills. To fully contribute my knowledge and skills to a highly motivated, forward looking company and become skilled in return; and to be a part of an institution where I could convey my abilities effectively and efficiently for the meaningful growth of the company.
PROFILE

· An experienced, highly motivated and flexible individual

· Punctual and dedicated to the job

· Quick learner, hard working and responsible

· Assertive, enthusiastic, and resourceful

· Maintains and observes honesty and loyalty
· Creative, hard working and ambitious

EDUCATIONAL BACKGROUND 

2004-2007 BA Degree in Business Management, Jimma University Ambo College, Ambo, 

                  Ethiopia. 

2002-2003 Diploma in Basic computer training, Jimma University Ambo College, Ambo, Ethiopia

2000-2001 Diploma in General Agriculture, Ambo College of Agriculture, Ambo, Ethiopia

1996-2000 High School Certificate Entoto Academic, Technical, and Vocational School, Addis Ababa,             

                  Ethiopia
CAREER HISTORY
October 2007 till date: Retail Sales Representative, IKEA, Dubai (Furniture & Furnishings Company) 

· Responsible for daily merchandizing and sales of items on the sales floor;

· Planning, follow up and reporting on sales activities;

· Conducting customer flow analysis and peak hour management;

· Undertaking customer satisfaction survey;

· Undertaking competitor market analysis.

2002 – 2007: Jimma University, Ambo College

Responsibilities 

Teaching Courses/Tutoring in Department of Agricultural Extension, Economics and Cooperatives
· Rural Sociology and Agricultural Extension 

· Basic Computer Training (Windows and MS Office)

· English (Tutorials) 

Research 

· Attending research seminars in and outside the College

· Evaluating research proposals at Department and College levels

· Gathering data for researches undertaken by the College and/or collaborative researches with other national and international researchers

· Feeding the research data into computer and analyzing it using appropriate computer software

Administrator cum Secretary of the Department 

· Responsible for arranging department meetings

· Preparing minutes of the meetings

· Responsible for filling of hard copy and soft copy files (Prepared a filling system for the department on MS Access and maintaining & updating it periodically)

· Ordering stationary items and controlling its delivery

· Doing all the office works like copying, faxing, student services and other administration tasks

· Responsible for the daily office administration of the Head of the Department

· Responsible for the preparation, collection and filling of in and outgoing letters

· Preparing grade formats and student letter grades for all courses of the department 

· Typing and editing all the teaching materials and modules of all courses of the department

· Preparing periodic reports and budget proposals for the department 

Arranging Seminars and Workshops

· Preparing documents and papers on MS Power Point for presentations 

· Arranging the physical setting of rooms for the meetings

Serving in Committees 

· Curriculum Development Committee

· Recruitment Committee 
· Founding and/or active member of several clubs in the campus as extra-curricular activities
2005 – 2007: Computer Instructor for Econ Computer Training Center, Ambo
Conduct proper classes and short-term trainings on:

· MS Office (MS Word, MS Excel, MS Access, MS Power Point, MS Publisher)

· The World Wide Web and Internet 

· Computerized photo and video editing 

LANGUAGE PROFICIENCY 
Fluent in spoken and written English 

SKILLS
· Excellent in Windows and all MS Office Applications

· Sufficient knowledge on software and hardware maintenance 

· Typing Speed: 80 WPM  
· Well-informed with NAVISION (Microsoft Business Solutions Software)

· Swimming, arts and culture
CURRENT SITUATION
· On residence visa
· Driving license: on progress 
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