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Nationality:
Swedish
Personal Specifications:
I am ambitions an informative computer scientist with a good experience of the cold north and the warm south cultures. In addition to a highly resourceful, flexible, innovative, and enthusiastic individual who possesses a considerable amount of knowledge regarding administrative and office procedures With a good experience in coordinating, planning and organizing a wide range of administrative activities. Well organized and an excellent team player with a proven ability to work proactively in a complex and busy office environment. Looking for opportunity with company that will allows me to develop my skills & potential experiences.
Hobbies:
I like general reading, football, internet and traveling which always gives me the chance to expand my knowledge about different places and cultures.
Basic Skills:
· Reporting Skills. 
· Administrative Writing Skills. 
· Microsoft Office Skills, Microsoft Desktop Operating System. 
· Managing Processes. 
· Organization, Analyzing Information. 
· Professionalism. 
· Problem Solving. 
· Supply Management. 
· Inventory Control. 
· Verbal Communication. 
· Intermediate Programming, Database administrative and development, Scripting and Web Authoring. 
· Network Standards and Protocols, Microsoft Network Operating System, Linux Operating System, Networking Application Services and Security. 
· WAN Technology, Network Technology and Service Integration, Data Structures. 
· Maintenance computers problems and breakdowns (Software and Hardware). 
· Maintenance networks problems and breakdowns. 
Work Experience:
2013-2015
Technology (Qatar)
It is one of the Holding Group Companies based in (Doha,Qatar). Engaged in the import, production and distribution software and technology tools. The company has an excellent sttaf of software engineers and information technology specialist with the highest level of professional and academic qualification.
Job title & Key Responsibilities:
Administrative Assistant;
· Provides office services by implementing administrative systems, procedures, policies, and monitoring administrative projects. 
· sort and distribute incoming mail to areas and staff within the organisation and dispatch outgoing mail. 
· write business letters, reports or office memos using word processing programmes. 
· answer telephone enquiries from customers, attend to visitors and assist other staff in the organisation with their enquiries 
· operate a range of office machines such as photocopiers, computers and faxes. 
· file papers and documents 
· undertake other duties such as banking, credit control or payroll functions. 
· Maintains workflow by studying methods, implementing cost reductions, and developing reporting procedures. 
· Creates and revises systems and procedures by analyzing operating practices, recordkeeping systems, forms control, office layout, and budgetary and personnel requirements, implementing admin changes. 
· Develops administrative staff by providing information, educational opportunities, and experiential growth opportunities. 
· Resolves administrative problems by coordinating preparation of reports, analyzing data, and identifying solutions. 
· Ensures operation of equipment by completing preventive maintenance requirements, calling for repairs, maintaining equipment inventories, evaluating new equipment and techniques. 
· Provides information by answering questions and requests. 
· Maintains supplies inventory by checking stock to determine inventory level, anticipating needed supplies, placing and expediting orders for supplies, verifying receipt of supplies. 
2012-2013
Lernia Institute (Sweden)
Lernia is one of the leading knowledge companies. They offer services in training, staffing, recruitment and conversion and it available at more than 100 locations across the country (Sweden). Lernia allows people to improve their competitiveness through appropriate skills.
Job title & Key Responsibilities:
Administration officer;
· Monitoring inventory, office stock and ordering supplies as necessary. 
· Updating & maintain the holiday, absence and training records of staff. 
· Responsible for purchase orders. 
· Raising of purchase orders and invoice tracking. 
· Setting up and coordinating meetings, conferences & seminars. 
· Involvement in social media implementation. 
· Updating, processing and filing of all documents. 
· Deliver curriculum in accordance with course outlines and program produced syllabi, including subject matter such as WAN technology. 
· Assure completion of all student objectives prior to course completion. 
· Employ a variety of teaching styles in order to meet the varying learning styles of students. 
· Meeting and greeting clients and visitors to the office. 
· Typing documents and distributing memos. 
· Supervising the work of office juniors and assigning work for students. 
· Handling incoming / outgoing calls, correspondence and filing. 
· Faxing, printing, photocopying, filing and scanning. 
· Organizing business travel, itineraries, and accommodation for staff and students. 
· Teach beginners and unemployed persons basics computer skills. 
2010-2012
Ikea, Furniture Store (Sweden)
Is a privately held Dutch company with Swedish origin that designs and sells ready-to-assemble furniture (such as beds, chairs, and desks), appliances, and home accessories, The company is known for its modern architectural designs on various types of appliances and furniture, often associated with a simplified eco-friendly interior design.
Job title & Key Responsibilities:
Sales man;
· Working at Ikea with daily routines. 
· Replenishment. 
· Pricing. 
· Customer meetings. 
· Assembly. 
· Presentation of products in the store. 
2008-2010
Escape Gaming, Internet café & Computer Games (Sweden)
It’s one of the largest Internet cafes & computer games for children and young people in Sweden.
Job title & Key Responsibilities:
Director;
 Working with daily routines.  Computer support.
 Cash management.  Customer contact.
  Updating all types of games online.
  Responsible of computers and network at the café.
2004-2006
Ministry of finance (Sudan)
Job title & Key Responsibility:
Director of computers & Networks;
I was responsible for all the networks in the ministry, in addition to maintenance and technical support.
Education:
1997-2002
University of Technological & Computer Sciences (Sudan)
Diploma of information technology
2003-2005
University of Gazira (Sudan)
Bachelor degree of mathematics and computer Sciences
Language:
- Arabic
Fluent, mother language.
- English
Very good knowledge, almost fluent.
- Swedish
Very good knowledge, almost fluent.
References:
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