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· Nationality: Sudanese.

· Exist Resident visa on husband.
· Date of Birth: 1st December, 1982
· Languages Spoken: Arabic mother language and English.


Customer Service/ Sales


Responsible for the day-to-day operation of an office with positive professional impression.

Looking for a position as a Secretary at Enterprise Inc. utilizing experience of running a smooth office through precision and excellent time management skill.


ACADEMIC PROJECT

E-Learning

Sample of a classroom, for student located far. Such learning has its roots in students learning through correspondence courses. Distance learning is a way of learning remotely without being in regular face-to-face contact with a teacher in the: At undergraduate level distance learning usually means students engaging with learning materials at home or work. There may be occasional face-to-face encounters with tutors and attendance at week-long summer schools.

Secretary Assistant and Admin Coordinator, GOIP – Sudan Branch, Aug 2012 to Aug 2013

Day to day operations, same as below.

Secretary Assistant and Admin Coordinator, Alcatel–Lucent - Sudan Branch, Sep to Dec 2008.
· Receive and send e-mails, memos, etc. 

· File Archiving, typing and managing of important documents.

· Answer telephones and give information to callers, take messages, or transfer calls to appropriate individuals.

· Organize and maintain file records and databases 

· Operate office equipment such as fax, copiers, printer and phone system

· Open, read, route, and distribute incoming mail and other material, and prepare answers to routine letters.

· Prioritizing workloads.

· Maintains office supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.
· Greet visitors and callers, handle their inquiries, and direct them to the appropriate persons according to their needs.

· Drafting letters and other documents, such as PowerPoint presentations.

· Handle correspondence, documents and reports.

· Make travel arrangements like hotel reservations, flights booking and transportation arrangement.

· Book conference rooms, organize conference, meetings and other events 

· Maintain schedules and calendars.
· Participate at meetings and handle the agenda 
· Type, copy and distribute meeting minutes 

· Collect and organize client information and make reports 

· Assist the management in all business related activities 

· Ensure maintenance at working place

Data Entry Officer – ZAIN (May – Jul 2008)
Data entry for customer's information for new SIM cards activated and confirm provided documents for activation.

Cosmetic Sales Officer – AL Siteen Pharmacy group (Jan 2008 – May 2008).

Same as below, Selling cosmetic products and promoting some medical equipment’s.
Cosmetic Sales Officer - Queens Pharmacy Group (Jun 2007 – Dec 2007).

Selling cosmetic products and promoting some medical equipment.



KEY SKILLS AND COMPETENCIES
· Ability and willingness to work in all conditions, solo or part of a team.

· Pro-active and Self-motivated and Quick learner.

· Good Communications Skills.

· A bright and positive attitude

· Extrovert and open minded.

· Explaining power.

· Have patience.

· Microsoft operating system: Dos 95, 98, 2000 & XP, Excel, power point & Internet skills.



Hobbies
Social Activities, House decorate, Makeup and Cooking


ACADEMIC CREDENTIALS

· B.Sc. of Computer Sciences, Graduated from C.T.S (College of Technological Sciences), Sudan, 2008.

· Al MREGEB Secondary school, AL AIN, UAE.
· Primary School Al Meregeb School, AL AIN, UAE.
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