	
	
	

	
	
	

	Curriculum Vitae
	

	
	

	Personal information
	

	Name`

	Victoria 

	
	

	
	
	
	

	
	

	E-mail
	Victoria.335788@2freemail.com 

	
	

	Nationality
	South Sudanese.

	
	

	
	

	
	

	                                                      Gender
	Female.

	
	

	Desired employment / Occupational field
	  Admin Executive 

	
	

	Work experience
	

	
	

	Dates
	01/01/2015 – 30/04/2016

	Occupation or position held
	Private Secretary.

	Main activities and responsibilities
	Work closely with the Managing Director to provide administrative support, usually on a day-to-day basis. Help the Director to make the best use of time by dealing with secretarial and administrative tasks. Provide leadership and direction for technical staff, setting an effective agenda and advising and maintaining office systems, including data management and filing; Organizing and maintaining diaries and making appointments. Taking dictation and minutes; producing documents, briefing papers, reports and presentations; Responsible for the accounts and budgets in Managing Director’s Office and maintaining office budget and records of all expenses. Being involved in decision-making processes and any other responsibilities given.

	Name and address of employer
	Magi Insurance Corporation.
Ministries Road, Next to Ecobank, Juba, South Sudan.

	Type of business or sector

Date
                       Occupation or position held

              Main activities and responsibilities

                Name and address of employer  
	Government.

   01/08/2013 to 31/12/2014

   Private Secretary

Maintaining the office budget, records and all expenses. Design filling system and ensure that        the system is up to date. Make sure policies and schedules are carried out effectively and must be communicated to staff. Over seeing clerical and secretarial functions involving 
answering phone calls, typing important and confidential documents and other duties including ordering office supplies when needed and as requested by the hon. Minister.

   State Ministry of Commerce, Industry, Mining & Investment.
   Kokora Road, Next to Basketball Stadium, Juba, South Sudan.



	                        

	         
	

	
	

	Type of business or sector
                                                         Date
                     Occupation or position held

           Main activities and responsibilities

              Name and address of employer

                      Type of business or sector

                                                        Date

                    Occupation or position held 

           Main activities and responsibilities

             Name and address of employer

                      Type of business or sector 

                   Education and training
                                                         
                                                         Date
	   Government sector
   01/04/2011 – 30/07/2011

   Flight Coordinator 

Preparation of weekly flight movements based on Tearfund program/plans to support passengers and cargo movement, picking and dropping passengers from the fields and airport. In coordination with logistics office to prepare and submit for approved Tearfund cargo manifest for Tearfund movements in and out. In coordination of Tearfund dispatch operations with UNHAS/MAF the flying partners and ensure that all manifested cargo is dispatch and any 

                Change are communicated effectively also ensure rate charges per kilogram are with the

                approved budget range and any other duties given.

   Tearfund – ECS Compound – Hai Jerusalem, Juba, South Sudan. 
   International None Governmental Organization.

   01/04/2009 – 31/12/2010

   Cashier/Finance
Prepare and arrange office’s file and administrative documents. Assist in preparation of daily                 reports. Ensure that salary, overtime, hours of work are comprehensively included within the body of all letters employees offers. Review supporting documentation for processing all actions; answering variety of inquires and supply readily available information for the office’s files, databases, and liaise with other offices as appropriate. Assist the supervisor in monitoring contractual of all various appointments base in immediate within office’s mandate; monitor grade services increment schedule. Maintain and process daily and weekly attendance records and submit it to my supervisor on daily basis. And perform any other duties as required.
  Global Franchise Architects
  Amarat, street 2, next to Sudanese French Bank, Khartoum, Sudan. 
   Private sector/Enterprise
   

  10/04/2014

	Title of qualification awarded
	Certificate

	Principal subjects/occupational skills covered
	Strategies for Personal Growth and Development  

	Name and type of organisation providing education and training
	YALI Network / Bureau of International Information Programs/U.S Department of State /

   Government.

	Level in national or international classification

                                                         Date
                   Title of qualification awarded

            Principle subject/occupation skills                      
                                                    covered

                Name and type of organisation

              providing education and training

              Level in national or international

                                             classification

                                                         Date

                   Title of qualification awarded

          Principle subjects/occupation skills 

                                                    covered

                Name and type of organisation
              providing education and training                                                     

              Level in national or international     

                                              classification

    
	International level.

22/12/2013

Certificate 

Managing Development in Social Security Measures 

V. V Giri National Labour Institute / Government

International Level.

27/11/2010

Diploma in Economics and Social Studies (Political Science)

   University of Juba / Government

    National level 

	
	

	Personal skills and competences
	

	
	

	Mother tongue(s)
	Bari language

	
	

	Other language(s)
	

	Self-assessment
	
	Understanding
	Speaking
	Writing

	
	
	Listening
	Reading
	Spoken interaction
	Spoken production
	

	Language
	
	English 
	Fluent
	
	Fluent
	
	Fluent
	
	Very good
	
	Very good 

	Language
	
	Arabic
	Fluent
	
	Fluent 
	
	Fluent
	
	Very good
	
	Very good

	
	

	
	

	Social skills and competences
	Having good interpersonal skills. Dealing with conflict by being assertive and with negotiation to understand people to reach to mutual understanding and solution together. 

	
	

	Organisational skills and competences
	Details oriented personality, Multi tasking skill, problem solving skills enable me not to get overwhelmed and solve the problem systematically. Decision making skill that enables me to make tough decision at the need of the hour. And prioritization skill to make the use of the time and efforts.

	
	

	Technical skills and competences
	Appointment settings, data entry, typing and writing skills 

	
	

	    Computer skills and competences
	Knowledge of office applications ( MS Word, MS Excel, MS Power point and MS Access) and basic knowledge of printer and laptops maintenance. 

	
	

	Other skills and competences
	   Time management and timeline driven or marking time – lines to achieve/complete certain tasks.
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