CURRICULUM VITAE


ISMAIL ABDALLAH
                            ____________________________________________________________

PERSONAL PROFILE

I am a self-motivated, responsible and hardworking person who believes in team work and always ready to take on new challenges.  
OTHER PERSONAL DETAILS

Nationality                      : 
 Ghanaian

Date of Birth                   :  
 14th April, 1985

Sex                                       :
  Male

Marital Status                 :  
  Married
Hobbies:

            Watching movies, Reading and listening to sermons.
KEY COMPETENCIES

· Communication Skills: Excellent Oral/Written Communication and Interpersonal Skills

· Team Membership: Effective and Excellent Player in a diverse team environment. 

· Computer Applications: Microsoft word processing, Excel, PowerPoint and Knowledge of the internet.
· Driving skills: driver with a valid Republic of Ghana driver’s License

· Languages: English, Arabic, Hausa, Ga and Turkish (partial).
Career Objectives: Attainment of success in all endeavors and striving to maintain it. 
WORKING EXPERIENCES:
· November 2015 to date ​​– Human Resource Personnel, Mapa Constructions and Trade Company

Major Duties:
· Responsible for all local employee relations and contract issuance. 

· Tracking the placement, orientation and probationary period of new employees.

· Maintain employee information by entering and updating employment and status-change data.

· Maintain employee confidence and protects operations by keeping human resource information confidential.

· Provide advice and assistance to staff and management on pay and benefits systems

· Processing staff salary payroll
· Handle/respond to HR operational enquiries from employees within prescribed limits of authority.

· Processing employees’ requests/actions e.g. leave applications, overtime claims, salary advances.) for approval.

· Performing any other functional related duties as may be assigned.

· December 2013 – October 2015, Operation Officer -  VFS Tasheel International ( Saudi Arabia Visa application Centre)

     Major Duties:
· Document scrutiny. 
· Processing of application using Company software system (OPSYS)
· Processing visa applications by paying all fees on Saudi MoFA system (ENJAZ).
· Capturing applicants’ biometric data on Saudi MoFA system
· Team Leader – Ghana

· In charge of Ghana operations and management of team members
· Provide guidance to the team based on management directions
· Communicate clear instructions from HR (based in Dubai) to team members
· Monitoring of team members’ participation and attendance to ensure accuracy in processing applications and customer satisfaction.
·  Prepare reports to update Saudi MoFA and Company on operations and team's performance.
· Coordinate activities/operations between Saudi Embassy and company.
· Offer training to new joiners both local and international.
· August 2012 – July 2013,   EFL (English as a Foreign Language) Native teacher - Akansu College. Kayseri - Turkey
       Major Duties:  
· Full time English Teacher for Nonnative Speakers from grade 4 – 8
· Preparing students for FLYERS, MOVERS KET and PET Cambridge   Examinations, (Speaking).
· November 2011 - July 2012,   National Service Personnel at Barbex Technical                                                                             Services Limited. Tantra Hills, Accra
    Major Duties:  

· Data Entry (using EXCEL) of Staff Monthly Expenditure.
· Monitoring of Truck movements using GPS tracking software.
· Coordinating with external auditors in providing and arranging of company files.

· June 1 – July 30, 2010,    Attachment at 37 Military Hospital (Medical Division).
 
Major Duties:  
· Observing and analyzing the application of psychological theories.
· Attending weekly ward rounds and clinical meetings.
· 2001-2006,    Rashad Centre For Islamic Education, Kasoa.
       Major Duties:
· Teacher (both Arabic and English)
· In charge of examination affairs
EDUCATIONAL BACKGROUND:
· 2012      Serious Teacher - International Alliance of Teachers and Employers
            TEFL (Teaching English as a Foreign Language) DIPLOMA
· 2007-2011    University of Cape Coast - Ghana
            Bachelor of Science Degree in Psychology
· 2003-2006    Ghana-Lebanon Islamic Secondary School (GLISS) 

                                 Senior Secondary School

            West Africa Secondary School Certificate (WASSCE)

· 2000-2003     Arabic Education - Institute of Islamic Studies, Accra                     
· 1997-2000        Dan-Boi Junior Secondary School 

            Basic Education Certificate (BECE)

OTHER INTERESTS
Coordinating Secretary - Ghana Muslim Students’ Association (GMSA) – UCC (2010/2011).

Deputy Chief Imam – University of Cape Coast (2010/2011)

President – GLISS Old Students’ Association, UCC Branch.(2010/2011)

Financial Secretary – Education Committee of Ghana Muslim Students’ Association (GMSA) – UCC 

Special Advisor to the President – Ghana Muslim Students’ Association (GMSA) GLISS Branch (2005/2006)
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