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c.v
OSMAN 
Email: Osman.334789@2freemail.com
Objectives 
I am seeking for the job which I will offer all my potentials and qualifications, develop my skills and abilities in leaderships in various scope of management (sales, marketing, projects and human resources essentially). 
Personal Information:_
Birthday: _ 29-may-1987 
Place of birth: _ River Nile State-Aldamr
Material Status: _ single 
Nationality:     Sudanese
Address: United Arab Emirates 
Qualification: 
1- Bachelor of business management (Sudan University Science and Technology)
2- Diploma of English language   (English Cultural Central)
3- Diploma of management (Khartoum University)
4- Diploma of computer (Sudan university science and technology) 
5- CHRC (certified human resource consultant)
6- MBA in Sudan Academy 2015
7- PMP preparation course
Experiences
1- Position: Admin & HR manager    & CEO personal Assistant 
Period: from 6/1/2011 to 10/2/2014
2- Position : Admin & HR manager & CEO Secretary 
 Company Name: Medical International Co.LTD
Period: from 11/2/2014 up to date  
· Languages :
· Arabic: Mother Language.
· English: Fluent.(writing and speaking ) 
· Skills:
· Computer:  (Word, Excel and access) Fluent.   
· Ability to work under pressure 
· Ability to work in a team
· Willing  to travel when required 
· Willing to attained training when required 
· Communication skills 
· Team building 
· Team management 
· Flexibility to change 
Job description 
1- Manage, administer and implement the Company’s Annual Performance Evaluation, Career Path Development planning, EPSI and training plans.
2-  - Responsible of administering and running the day to day activities of the Admin & HR department.
3-  - Contribute to the development of proper administrative system and routines.
4-  MANAGE Company’s HR system and Data Base.
5-  -  organize, direct and supervise staff affairs.
6-  - HR report writing.
7-  - Representing the company in labor office, and all legal cases related to labor law.
8-  - Responsible for following client’s QHSE policies.
9-  - Attend frequent meetings with sister company HRM’s
10- Company strategy as participant 
11- Formulating HR department strategies  for development
12- Workforce planning 
13- Interview maker and preparer 
14- Maintain employees files 
15- Conducting Induction 
16- Formulating all job description 
17- Following implementation of company strategy, policies, procedure.
18- Conducting company orientation for new employees.
19- Attendance follow up
20- Vehicles license and maintenance (insurance) 
21-   Stationary 
22- General services 
23- Coordinator between administration and employees 
24- Conflict solver.
25- Payroll managing and preparing 
26- Meeting ,calls ,guets and clients management 
27- Management and management plan support for all other company's departments.
 
