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Objective

Versatile professional experienced on the administration and customer service responsibilities. Accurate, thorough, and persistent individual.
 EMPLOYMENT PROFILE
Personal Assistant to the Country Director                November 1, 2015 – February 28, 2016
· Provide high level Office management and administrative assistance;
· Coordinate and monitor multiple and diverse work processes and activities to ensure that management decisions are properly carried out and products are delivered in a timely manner;

· Time management and scheduling on behalf of the high level management to include the effective prioritization and resolving related conflicts and competing demands;

· Manage Country Director’s calendar and schedule of meetings;

· Administer the staff meetings, take minutes of the proceeding and ensure follow upon agreed actions;

· Independently respond to diverse inquiries and make decisions when multiple courses of actions are possible;

· Ensure quality of documents requiring the management approval and/or signature;

· Keep others informed by providing relevant information, reports or status updates;

· Draft finalize correspondence on a range of topics on behalf of the Executive management and prepares minutes of the meetings;

· Be accountable for the smooth operation of the office work, support work and related systems within the country office by organizing and coordinating workflow;

· Monitor media and provide daily briefs for the Executive management information;

· Perform any other assignments as requested by the Country Director and Executive management.
Islamic Relief                                                                                                                                                                                                                                                                                                                                     Administrative AssistantDecember 11, 2014 – April 27, 2015
· Planning and Reporting:            
· Office Assistance Service: Assists the staff in overall clerical Secretarial duties.

· Petty cash handling: Maintains petty cash fund of the country office in compliance of IR financial procedure.
· Communication: Demonstrates the ability to read and comprehend instructions, correspondence and memos. Able to effectively present information for the overall staff.
· Documentation: Maintain the existing centralized filing system both soft and hard copy for country office based on IR filing system and provides same support to field offices.
· Meetings: Facilitate IR staff meeting and take minutes, etc.
· Customer service:
· Meetings: Assist the management  in organizing training, meeting, workshops,seminars, and take minutes and proceedings, etc.;
· Maintaining network relationship: Handles incoming mail, parcel and postage from general post office, DHL, EMS, etcregister and dispatch to appropriate staff member. Dispatches all outgoing courier to overseas and in thecountry office to field offices or oversees. Receives all incoming and outgoing official correspondences, letters, memos, from governmental/ non-governmental offices and read, Register, classify and direct to concerned department/person. Keeps record of network group addresses and update database regularly; 
· Monitor & Follow-up: Screens monthly IR bills settlement of telephone, fax, internet, electricity and water and ensures that payments were timely effected. Ensures on-time availability of mobile scratch cards to entitled staff.
· Liaison: Arranges accommodation for visitors and expatriates. Makes staff travel arrangements of IRE and International staff internal and external travel, following specific instruction and keeps travel itinerary upon request. 
· Team work: Facilitates the activities with departments to achieve the overall objective of the organizations.
· AX: assists in raising PR in the AX system for those who does not have the access;
· Perform other duties as required by the office.


British Council - Addis Ababa, Ethiopia                         March 4, 2014 – June 30 2014                                                                                           Customer Service Adviser        

Assist team of project managers, coordinators, and Directors in dynamic projects and Administrative tasks. Oversaw and performed financial duties including cash handling, account reconciliations, Parking on the SAP system, and human resources functions. Effectively handled sales and marketing efforts, communicate and give information on quality customer service practices and client relations based on the British Council customer service standard.
Summary of role and main achievements.

· Customer management: 

· Handle all first level enquiries ;

· Handle miscellaneous project related enquiries and referring the enquirer to appropriate organisations;

· Update & maintain standard responses and other information for enquiry handling;

· Forward all 2nd level enquiries to relevant colleagues and ensure they are attended to within specified timelines;

· Carry out all front of house duties ;

· Administrative and Financial duties:  

· Provide support to the variety office administrative tasks related to recruitment, projects administration and others;

· liaison with finance department to ensure that all financial tasks are compliant with corporate standards;

· Assist with procurement, payment processes and conferring with vendors;
· Manage the physical and electronic filing of project related documents;
· Record accurate statistics on enquiries received and dealt with;

· Assist with various arrangements and process travel and expenditure claims;

· Collect scorecard data; 

· Process of exams applications; 

· Provide logistical support in coordinating events and meetings, if necessary;
· Systematically seek and record feedback from customers;
· Maintain contacts databases;

· Sending out exams, resources or programmes related communications;

· General team working with colleagues across the directorate;

· Ensures that all customer service activities are consistent with key equal opportunities, child protection and diversity principles.

Corta International Hotel, Addis Ababa - Ethiopia                 January 2012 – February 2014                                                                       Deputy to the manager             
Brief summary of role and main achievements:-

· Perform all secretarial and clerical tasks;

· Responsible for preparation and arrangement of all staff employment contracts;

· Responsible to handle the petty cash payment, follow up the balance and requests for replenishment;

· Networking;
· Provide monthly inventory report;

· Support to knowledge building and knowledge sharing in the organization;
· Assist in the interpretation and application of administrative instructions, rules, regulations, and policies;

· Deal with customer complaints and comments; 

· Determine and launch office procedures;

· Order workplace supplies and maintain record;

· Schedule and verify appointments and meetings of  the General manager;

· Perform additional duties as directed or assigned by the General Manager.

May – July 2011 Federal First Instance Court

ASSISTANCE PROSECUTOR                Brief summary of role and main achievements:-
· Provide accurate, timely and effective legal advice to clients;

· Writing up legal documents like will, trusts and gifts.

EDUCATION – Academic

Qualification   - Bachelor of Laws (LL.B)

Date – July 2011

Name of Institution – Addis Ababa University

Address – Addis Ababa, Ethiopia

Qualification   - General Certificate of Secondary Education

Examination Board – FDRE Education Ministry

Date – July 2006

Name of School – Awoliya Secondary School

Address – Addis Ababa, Ethiopia

Qualification   - General Certificate of education, Ordinary Level

Examination Board – FDRE Education Ministry

Date - October 2001


Name of School – Awoliya Primary School

Address – Addis Ababa, Ethiopia

    EDUCATION – Short professional Courses

Qualification   - Certificate for Effective Management Organization

Date – January, 2015

Name of Institution – Islamic Relief and Paradigm PLC.

Address – Addis Ababa, Ethiopia

Qualification   - Certificate for Effective Report Writing skills
Date - June 2014

Name of Institution – British Council

Address – Addis Ababa, Ethiopia

Qualification   - Certificate for Presentation skills
Date - May 2014

Name of Institution – British Council

Address – Addis Ababa, Ethiopia

Qualification   - Certificate for Journalism & Communication Training 

Date - July 2012

Name of Institution – Trapa Journalism Training Center

Address – Addis Ababa, Ethiopia

Qualification   - Certificate for Computer Training 

Date – January 2012

Name of Institution – BEDKEM COMPUTER TRAINING CENTER

Address – Addis Ababa, Ethiopia
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