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	Eng. Afraa Abdulsalam
Born in Abu Dhabi, UAE
on February 21, 1985
Sudanese Nationality

Married

	
	 EDUCATION:
	B.E. in Petroleum Engineering (October, 2008), Sudan University of Science and Technology, Khartoum, Sudan. 


	
	
	 ACHIEVEMENTS:
	I got my B.E. in Petroleum Engineering GPA of 2.65. Throughout my 5 years education I had always been active, smart & a quick learner. Loved practical stuff & team work.  Tried always to lead & get everybody’s attention. And gave & gained everybody’s respect.  

I was one of the founders of the Petroleum Engineering Students Society in Sudan University of Science and Technology, helping other fellow students in their academic, financial and other problems.
My graduation project was on Production Logging and its Effect on the Work over Procedures for Producing Wells, in which we used real well data to identify the water source in a producing well... During our team work I was responsible for finalizing the design of the research. And as the thesis concern my role was presenting the analytical part of the project. 



CAREER OBJECTIVES:
I am Seeking a challenging opportunity with an organization where my knowledge and skills can be extensively applied and allow me to learn a new environments and concepts for my career growth.

EXPERIENCE:

· Planning Executive/Cum Cost Controller (September 2012  - Current)

Petronas Carigali Iraq Holding B.V – Dubai

Duties & Responsibilities:

· Monitor and follow up with HR on contract Expiry/Renewals and Transfers

· Follow up and monitor the Training programs 

· Update Organization Chart and MPP and help in the preparation of the manpower budget 

· Consolidate Staff Annual Leave Plans for department and monitor/updated/verify leave application in line  with Company’s policies, procedures and staff entitlement e.g. Emergency leave, unpaid leave, medical leave

· Review contractors’ final invoices, prepare final Payment Requests and process them to the finance department for payment.

· Use SAP in creating and issuing PR/RO/SES and payment follow up.
· Analyses cost expenditure reports

· Discussions for cost variation issues related to specific projects

· Prepare monthly AFE Value Of Work Done (VOWD) liaising with finance AFE unit to correctly allocate the cost against different AFE’s

· Establish and update data bank to facilitate and improve the estimation of various costs

· Investigate and evaluate contractors claims and recommend appropriate settlements
· Recommend and initiating cost and budget control systems and related procedures 

· Assist Engineers in the preparation/endorsement of selected capital cost estimates/tenders

· Administrative Executive (September 2011  - September 2012)

Petronas Carigali Iraq Holding B.V – Dubai

Duties & Responsibilities:
·  Manage Invoice Tracking sheet and register all invoices.
·  Manage Development documentation and filing system and register the filing contents on System.
·  Manage Development administration matters (Issuance of letters, coordinate meeting etc.)

·  Review, plan, screen, prioritize and manage appointments, business visits and courtesy calls in line with the appropriate Corporate/business protocols.
·  Update Organization Chart.

·  Initiate a consolidate Staff Annual Leave Plans for department and monitor/updated/verify leave application in line with Company’s policies, procedures and staff entitlement e.g. Emergency leave, unpaid leave, medical leave.
·  Act as a focal person for departmental office administration duties which include meeting arrangements, accommodation and flight bookings for staff traveling, checking the staff traveling claims, maintaining the stationery inventory to ensure compliance to the Company's policies & procedures and consistency.
· Administrative Executive (January 2011)

Bin Karam Group – Al Ain
Duties & Responsibilities: 
·  Read and analyze incoming memos, submissions, and reports in order to determine their significance and plan their distribution.

·  Open, sort, and distribute incoming correspondence, including faxes and email.

·  File and retrieve corporate documents, records, and reports. 

·  Prepare responses to correspondence containing routine inquiries.

·  Perform general office duties such as ordering supplies, maintaining records management systems, and performing basic bookkeeping work.

·  Conduct research, compile data, and prepare papers for consideration and presentation by executives, committees and boards of directors.

·   Prepare invoices, reports, memos, letters, financial statements and other documents, using word processing, spreadsheet, database, and/or presentation software.
· Sales Engineer / Administrative Assistant/Cost Controller (October 2009)

Maharlika Oilfield Services Co. - Khartoum

Duties & Responsibilities:

·  Searching for new clients who might benefit from company products or services and maximising customer potential in designated regions.

·  Developing and growing long-term relationships with customers.

·  Managing and interpreting customer requirements - speaking with clients to understand, anticipate and meet their needs.

·  Calculating client quotations.

·  Administering client accounts.

·  Preparing reports for head office;

·  Provide high-level administrative support by conducting research, preparing statistical reports, handling information requests, and performing clerical functions such as preparing correspondence, receiving visitors, arranging conference calls, and scheduling meetings.

·  Compile, transcribe, and distribute minutes of meetings.

· Marketing Assistant (July 2009)

The British Academy of Science & Technology - Khartoum 

Duties & Responsibilities:

·   Supporting Marketing activities and keeping informed of industry news by attending trade shows, seminars, conferences and other related events.

·   Researching (Marketing Research-Research for potential customers). 

·   Establishing and maintaining interpersonal relationships.

·   Course Co-ordination and Preparation.

·   Preparing related presentations. 

· Data Entry  Operator (Mars 2007)

Feedback – Khartoum

Duties & Responsibilities:
·  Verifying information, operating data entry devices and preparing documents.

·  Requesting further information for documents that are deemed incomplete.

·  Keeping records of tasks, files and proofread reports.

·  Checking completed work for errors or duplicate information before submitting the final product.

· Data Entry Operator (May, 2003)

             EMITAC – Abu Dhabi

Duties & Responsibilities:
· Verifying information, operating data entry devices and preparing documents.

·  Requesting further information for documents that are deemed incomplete.

·  Keeping records of tasks, files and proofread reports.

·  Checking completed work for errors or duplicate information before submitting the final product.

TECHNICAL SKILLS:

· Active, smart, loves field work & can stand working under pressure.
· Excellent in handling day-to-day office operations & preparation of minutes of the meetings & Agendas. 

· Technical and practical training in Petroleum Engineering.
· Good teamwork and leadership qualities.

· Excellent communication and negotiation skills.
· Valid UAE. Driving license.

COMPUTER SKILLS:

· Group Mail (creates, send and manage email newsletters, product or service announcements, email marketing campaigns to large groups of recipients).

· Photoshop (photo editor).

· Microsoft office (Word, Excel, Power point and Outlook).
· MS Windows
· Auto CAD (2D&3D).
· Macromedia Flash

· A+

· SAP

LANGUAGES: 

· English: Fluent in written and spoken English. 

· Arabic: Mother tongue.

· French: Good Speaking
Professional Membership:
· Society of Petroleum Engineers (SPE).

· E-SQUAD English Club (Sudan University  of Science & Technology)

· Sudan Engineering Council
Trainings & Courses:
· Project Management Professional (PMP) Course – Cambridge Educational Institute
      (November 2011 - December 2011)
HOBBIES & LEISURE INTERESTS: 

Solving puzzles, surfing the internet, learning languages, shopping & keeping my self busy else…..reading.
