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      CURRICULUM VITAE
     SEGEN 
       PHONE:  C/o 0505891826
                                            E-mail: segen.318916@2freemail.com 
                                                         Dubai – UAE
	PERSONAL INFORMATION

	
	Name
             :   Segen  
Date of Birth  :   01 Jan, 1987
Marital Status:    Single

Nationality     :    Eritrean
Visa Status
    :    Employment (Transferable) Visa 

	OBJECTIVE

	
	To work in a challenging and professional position utilizing my knowledge experience on contributing toward the company growth and development

PROFILE
	

	

	
	· Great customer service with the effective communication skills in English, and Arabic language. 
· Perform multiple and varied tasks and be flexible about tackling new and unanticipated challenges 

· Day to day office processes will involve general diary management, ensuring that the schedule is always up to date, administering travel arrangements and liaising with the various counterparties in an efficient and productive way 

· Assisting in preparing and distributing quarterly reports to clients 

· Updating contacts and actions in our client relationship management system 

· Trade settlement for equity and FX accounts as well as end of day trade processing and reporting 

· Basic accounting duties - pay invoices, petty cash etc 

· Answer phones in a professional polite phone manner 

· Ensure all office supplies are replenished e.g. stationery, water, tea & coffee 

· Ensuring the smooth running of the operational functions within the office 

	PROFESSIONAL EXPERIENCE

	
	· Company :   Sanad International. Law Group, Dubai - UAE.
           Position    :  Secretary & Archives Clerk   
           Duration   :  2015 – To Date
· Company :   Asmara Internet Services, Dubai - UAE.
           Position    :  Archives Clerk  & Personal Secretary
           Duration   :  2013 – 2014

· Welcome and attend to clients
· responsible for the full reception area which will include answering a busy switchboard
· Marketing with any administration duties such as visa, flights and accommodations, processing invoices and assisting with event management.
· Make / book reservations for clients
· Make sure that all clients are well attended to.
· Attend to all telephone and walk in guest inquiries.
· Arrange interviews and meetings of the company
· MS Office - advanced level
· Welcome clients in a warm and friendly manner.
· Organize and manage events, conferences.
· Coordinate all company`s Administrative matters.
· Daily reports to the manager
· Ensure all files/brochures are updated and kept in accordance
· Ensure that all office amenities are in order
· Date Entry Control –Senior level
· Company :   Moner Al Remah Studio & Lab, Khartum -Sudan.
           Position    :  Photoshop Designer 
           Duration   :  2012 – 2013

· Company :   Kibrom Video Production, Asmara -Eritrea.
           Position    :  Video Editor  
           Duration   :  2012 – 2012

· Company :   Eritrean Support Task Force, Asmara - Eritrea.
            Position    :  Auto Cad Operator
            Duration   :  2009 – 2012

· Company :   Sawa Construction Company, Asmara/Massawa - Eritrea.
           Position    :  Assistant Engineer/Cost Estimation 
           Duration   :  2006 – 2009 

· Company :   Modern Consonantly System, Asmara - Eritrea.
           Position    :  Teacher Of Auto Cad & Computer Application
           Duration   :  2006 – 2007 

	EDUCATION / COURSES

	
	· Diploma In Building Construction
· Diploma In Graphics & Video Editing 
·  Diploma In Computer Application & Internet Browsing

· Certificate In Arabic & Italian Languages

· Certificate In Auto Cad

· Certificate In Accounting & Peachtree

	LANGUAGES

	
	· English              Fluent

· Arabic               Fluent
· Italian               V. Good

· Amharic            Fluent
· Tigrigna            Native


	HOBBIES



	
	· Reading Magazines, Newspaper, 
· Travelling
· Appreciating Fine Art
Reference 

Up on Request
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