Certified Human Resource Management Professional 
American Institute of Business and Management
Career History:
DAL GROUP:

Senior HR Officer / April 2012 Up to June 2015:

· Preparing Payroll.
· Controlling Salary advances & long loans.
· Overtime Calculations.

· Visa and work permit procedures for expat staff.

· Staff data and Personal Files. (CASCADE System).
· Staff Annual Leaves Calculations + sick Leaves
· Medical Refund Documentation ( Compare medical refunds with Medical Policy)

· Dealing with staff with different nationalities insuring to run the regulations of policy and procedures.

· Preparing attendance reports. (Attendance system)

JETNET CO Ltd. – Sudan

Senior HR Officer /January 2009 -2011:
· Responsible for the payroll with the assistant of the Finance manager.
· Familiar with using HR System.

· Preparing Overtime sheets+ loans or any payment application.
· Staff (Different Nationalities) Personal Files: ( info + vacations + leave permissions….etc).
·  Interviews & all Recruitment procedures.

· Attendance: (Prepare the report from the attendance machine).
· Health Insurance.
· Social Insurance.
· Prepare & Calculate Training requests.
· Opening bank account for new staff.

· Responsible for Drivers & Office Boys.
Toyota Golden Arrow Co.Ltd-Sudan

1. Personal Assistant- Sales Department/ March 2006 to July 2008

· Analyses the sales reports

· Organizing the internal & External Meetings

· Taking meeting minutes

· Prepare the manager agenda.

· Arrange the flights & Hotel Reservations

· Self-correspondences.

· Taking care of all Admin tasks in the sales department (Absent, Leave permission, interviews…etc).
2. Marketing Administrator – After sales division/ March 2005 up to March 2006:

· Preparing the menu pricing for the periodical maintenance for all Toyota vehicles.

· Checking outstanding invoices of the contracted customers & follow their payments.(KERRIDGE System).
· Carry out extensive marketing research on competitors.

· Prepare & control customer waiting are & requirements.

· Assist in office secretarial & administrative work.
Intermediate Technology Development Group (ITDG) UK Organization – Sudan
Secretary Receptionist / April 2002 up to April 2003:

· Receiving all calls & Visitors.

· Responsible for the manager agenda & appointment.

· Self – correspondences.

· Filling System.

· ITDG Mail ( Checking)

· Arrangement for internal & External meetings

· Taking Meeting minutes

· Arrangement of flights & Hotel Reservations

· Supervising office boys & Cleaners.
International Rescue Committee (IRC) USA Organization –Sudan

Executive Secretary 2000-2001:

· Beside the above mentioned responsibilities, worked as interpreter.

· Admin Assist.
IDCO Nissan – Sudan

Executive Secretary 1998 -2000

· Same Responsibilities as at (ITDG)

Education:

· Primary, Intermediate, higher Secondary (School Certificates).

· B.A in English language , Ahlia University -1997

·  Human Resource Management (AIBM Certificate)2015.  

· Excellent knowledge of Ms Office, Excel, PowerPoint.
· Excellent knowledge of Internet.
Personal Details:

· Nationality : Sudanese

· Marital Status: Single
· Visa: Three months Visit

Language:

· Arabic as mother tongue.

· Fluent English ( Speaking, Reading, Writing)
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