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Career Objective:
Seeking a challenging career opportunity with a dynamic organization where I can build on and enhance my analytical, interpersonal and communication skills.
Personal Data:
Date of Birth: 11/9/1979
Nationality: Sudanese
Gender: Female

Residence: United Arab Emirates

Marital Status: Married
Education:
University:
University: Al-Yarmouk University – College of Arts - (IRBID, JORDAN)

Year of Graduation: 2002.
Degree: Bachelor in ART -Modern Languages.
Major: French Languages
High School:

High School Name :( 36) Secondary School
Graduation Year: 1997
Country: Saudi Arabia
Employment History:
Company Name: Zayed University: (Office of University Registrar).
Job Title: Enrollment Services Officer.

Date From: 05/07/2010

Date To: on job. 
Responsibilities: 
· Maintains accurate and Updates student records electronically using through the semester in student files and in BANNER by monitoring the updating processes, files and all related paperwork based on above student activities.

· Perform the daily duties in the registrar’s office and Making sure that all Registrar email box is dealt with and answered.

· Assigning grades as requested by the colleges of Students.

· Creating new courses for colleges and modifying classes regarding days, times and assigning faculty to the courses.

· Managing and assigning classrooms to the courses.

· Register students Add/drop in classes as requested by colleges.

· Register students in banner and ensure the timely preparation in each student schedules.

· Maintain all registration suspensions and ensure all the withdrawals are update on Banner.

· Maintain that Major/ colleges updates for all the students who have been admitted to a college.

· As part of the RO testing team, tests any new modules of banner prior to their implementation and perform banner training when the Registrar is out of the office, also testing any new implementation as needed.

· Oversee and operating distribution the main task and work with the enrollment services team and running the needed reports as per the Registrar request.
· Participate and assist in all student services activities related to Enrollment Office such as, orientation, Campus activities and graduation ceremony.

· Maintain the transfer credits and ensure all the official documents are submitted, completed. 

· Dealing with the dismissals and updates the record upon the college request. 

· Manage and update the Enrollment office website.

· Assists students and parents about policies and procedures related to student academic records.

· Provides general information to students and parents at the counter and over the telephone.

· Offers general services all-around office and student support.

· Addresses queries and requests of students and families about class changes, attendance, enrollment suspension and withdrawal.

· Handles student complaints within the boundaries of well-defined University policies and procedures.

· Managing and updating as administrator for the QUE machine such as (add the services, users and running the report).
· Training teachers in educational technology) FAB-Banner web).

· Prepared and Provides OEM orientation for the new student and new faculty each semester.
· Monitor Banner data and follow up with the colleges to make sure the university policies are reflected in the student record system.

· Enforcing meeting the deadlines and coordinate with colleges to meet the requirements for each college.

· Heavily involved in projects related to the office such as conduct training and Orientation for new students and parents, EMSAT exam and exhibitions. 

· Supervise the Dean’s List ceremony conducted each semester in campus. That including email invitation, vender request, facility/security assistant, handing over the certificates.
· Heavily involved in the End of term/Start of term Process as part of maintaining accurate students’ records process. This include dismissed students, fresh start students, resume, changing campus, suspension, etc. 
· Works hand by hand with the Registrar Program/degree restructuring in.

· Works hand by hand with the Registrar in setting the pre –requisites, co –requisites and other restrictions in Banner and amending all the programs/ majors.

· A key person in the testing process during the transition from the current banner version to Banner XE. 
Graduation Process:

· Notifies colleges of students expected to graduate in semester and confirms potential graduates will meet graduation criteria.
· Monitors students’ progress toward degree requirements, certify students’ completion of requirements, audit the 8-semester plan and graduation records per the catalog and meet with each college for verification for each student.

· Maintains excellent communication with the colleges to ensure that all graduates and under graduates’ records is accurate and updated in Banner. 

· Process all graduate’s records per campus on Banner by the end of each semester. 

· Collects graduation authorizations from colleges and update the student transcripts.
· Collects and processes documentation from students expecting to graduate.

· Audits all the certificate of attestations and transcripts for each student. Then issue diplomas and attestation. This include update passport information manually for each graduate, mass printing of each certificate, mass printing transcript, mass printing graduation clearance, sorting, distributions. Then auditing the documents.  

· Update all major students ‘information in Banner and follow up with the colleges for missing information throughout the semester.
· Graduates students in Banner and creates graduation lists (English and Arabic) for Colleges and Executive offices.
· Prepares accurate informative statistical reports related to the graduation. Prepare reports for the graduation ceremony.
Attendance:
· Managing and dealing with attendance issues daily, removing absences and running daily report for the failure students.

· Determines daily which students have exceeded maximum allowable absences. Prepares documentation for changing student’s grade and contacts Supervisor, faculty, student inform them. 

· Makes daily decisions on the applicability of the documentation students submit to claim an “excused absence.”

· Must determine how to apply the Security and other “absent” types of policy most accurately and effectively for the student’s situation.

· Makes recommendations to the Supervisor for improvements to the policy.

· Makes recommendations to the analyst building the application to support the policy, noting the errors and improvements that must be made.

Admission:
· Performs admission specific duties during the month of July, August and March, every year. 

· Processes admissions to the University as well as to the chosen Major, for male and female students. 

· Ensures all required application documentation is submitted, completed, and all ZU admission criteria are met, prior to any student being admitted. 

· Maintains integrity of student application and admissions records in the student information system and ensures the timely preparation of individual student schedules and reporting, under the direction of the Manager for Enrollment. 

· Maintains and controls the communication plan to prospective admits and accepted students. 

· Acts as the primary contact for the University with NAPO to facilitate the admission of new students. 

· Acts as the primary contact for prospective students and their parents to provide information on ZU and its programs and offerings.
· Preparing documentation including reports, correspondence, tracking and follow up actions for all student admission and registration matters. 

· Ensures that all national and international students are aware of scholarship and financial aid opportunities and those they receive appropriate advice. 

· Provides input into student selection for scholarship, financial; aid and Zayed Scholars Program. 

· Helps with the organization, planning and managing of recruitment related events as well as other student oriented events on and off campus.

· Update the website with the admission requirements and required documents.

CEPA Site Supervisor:
· Acts as the primary contact and Communication with NAPO / CEPA Department. 
· Informing Staff of Schedules and Responsibilities.
· Training Staff for Registration, Help Desk, Proctoring, Authentication, etc. 
· Preparation for Administration.
· Monitoring all staff on exam day.
· Packing and safe return of materials to CEPA Department (Head of CEPA).
Company Name: Zayed University: (Acting Assistant Registrar).

Job Title:  Acting Assistant Registrar.

Date From: 15/06/2014

Date To: 08/09/2014
Responsibilities: 
· Perform all registration and scheduling duties for all university graduates and under graduates

· Act as Campus Registrar and carry on all her duties during her absence and Strong back up for the Registrar.

· Manage the office, enforce the policies and monitor the staff.

· Maintains accurate and updated student records through the semester in student files and in BANNER by monitoring the updating processes. 

· Maintains excellent communication with the colleges to ensure that all graduates and under graduates’ records is accurate and updated in Banner. 
· Monitor Banner data and follow up with the Enrolment Services staff to make sure the university policies are reflected in the student record system. 

· Work closely with the Campus Registrar to establish the calendar for registration events for the academic year, specifying all the registration activates dates and deadlines for academic year. 

· As part of the RO testing team, tests any new modules of banner prior to their implementation and perform banner training when the Registrar is out of the office.

· Enforcing meeting the deadlines and coordinate with colleges to meet the requirements for each college.

· Prepares accurate informative statistical reports related to the registration office and the relevant Deans and prepares simple statistical reports for the student services department.

· Assists with Student Services related activities when requested. Aids the team on projects and/or through explaining policy background to students and families.

· Participate in all related projects such as orientation, Graduation ceremony and CEPA exam.

· Independence in addressing student and colleges queries and knowing when to direct upwards.

· Prioritization of own tasks on daily basis – little set routine in work.

· Cyclical nature of registration requires incumbent to work under tight deadlines during certain periods.

· Works closely with members of the registration team to ensure group tasks are carried   out to the highest possible standard.

· Provides available information to faculty and students.
Company Name: Zayed University (University College, Arabic & Islamic Department) 
Job Title: Administrative Assistant

Employment Field: Administration College.

Date From: 11/2/2009

Date To: 04/07/2010
Responsibilities: 
· Point of contact for student and variety of internal and external clients and colleagues.

· Receive incoming visitors and phone call responds to request.

· Updated information to internal and external callers

· Performs administrative duties for the chair or faculty designated by the chair.

· Maintains supplies and equipment. 
· Sorted and organized all incoming and outgoing mails, faxes and e-mails. 

· Organizes and schedules meetings and appointments, notifying attendees of location and time. Coordinates room bookings, equipment and catering for supervisor.
· Communicating with Group Directors/ Executives and Head of Departments to follow-up on meeting points. 

· Effectively resolves day to day matters independently.

· Ensure that all entries entered to the system are correctly. Provided various reports to the Management as when required.  

· Drafting and typing internal and external correspondence. 

· Responsible for the office supplies and materials requisition. 

· Maintain and update filing system.
Company Name: Hania Business for EST. Trading Company- (Saudi Arabia, Riyadh)
Employment Field: Administration
Job Title: Administrative Secretary 

Date From: December 2006

Date To:  December 2007
Responsibilities:
· Ensured that all orders entered to the system are correctly, and follow-up the deliveries with the customers. 

· Sorted and organized all incoming and outgoing mails, faxes and e-mails. 

· Arranged meetings and appointments, booked meeting rooms and informed attendees of timing and location of meeting. Recorded and prepared the minutes of the meetings.

· Provided various reports to the Management as and when required.

· Billed customers for goods, extraction and delivery of invoices to the accounting department.
· Answered queries and calls from internal and external clients in a professional, cheerful and courteous manner.
Company Name: Natures of Scandinavia Company- (Saudi Arabia, Riyadh)
Job Title: Administrative Secretary
Employment Field: Administration
Date From: October 2005
Date To: November 2006
Responsibilities:

· Assisted the finance manager in all administrative areas. 

· Billed customers for goods, extraction and delivery of invoices to the accounting department. 

· Collected and prepared reports from different departments. 

· Ensure that all entries to the system are correct. Provided various reports to the Management as and when required. 

· Sorted and organized all incoming and outgoing mails, faxes and e-mails. 
· Arranged meetings and appointments, booked meeting rooms and informed attendees of timing and location of meeting. Recorded and prepared the minutes of the meetings.
· Resolved routine, day-to-day administrative issues
Company Name: Dr. Abdul Rahman Al Mishari Hospital - (Saudi Arabia, Riyadh)

Jobs Title: Executive Secretary, Education Coordinator

Employment Field: Administration

Date From: September 2003

Date To: September 2005

Responsibilities:
· Ensured that all entries to the system are correct. Provided various reports to the Management as and when required. 

· Assisted the Human Resources manager in all administrative areas. 

· Explained programs and services, assisted staff and patient with policies and procedures.
· Created and maintained all medical files. 

· Coordinated and scheduled the lectures with the Saudi council for health specialist, then informed attendees of timing and location of the lectures.
· Liaised directly with various offices, companies, ministries on behalf of the director.  

· Sorted and organized all incoming and outgoing mails, faxes and e-mails. 

· Organized all schedules, meetings and appointments, booked meeting rooms and informed attendees of timing and location of meeting. Recorded and prepared the minutes of the meetings. Produces and distributes meeting agendas and minutes. 

· Collected and prepared reports from different departments.
Languages and Computer Literacy:
Language: Arabic                      Level: Excellent
Language: English                    Level: Good
Computer Literacy: Excellent
Professional & Special Skills :
· Experience with Microsoft office & Internet. 

· Languages Known - Arabic, English. -Typing.

· Demonstration of excellent client communication skills is essential. 

· Ability to communicate in English and Arabic is essential; knowledge of national culture and traditions is highly desired.
· Banner – registration of student/schedules, etc...
Competencies:
· Ability to work independently as well as in the capacity of key team member with strong interpersonal and communication skills both oral and written. 

· Strong interpersonal and organizational skills with a keen ability to multi task a variety of challenges and responsibilities. 

· Efficient, flexible, result and deadline oriented, maintains attention to details and demonstrates initiative. 

· Ability to share information in an effective & collaborative manner, both verbally and in writing. 

· Customer focused: Demonstrate a spirit of service excellence.

· Demonstrating the initiative to generate improvements and foster positive outcomes. Ability to work under pressure and to deadlines.
· Builds effective interpersonal relationships; demonstrating to interpersonal effectiveness in the workplace Team – Worker, people - oriented. Patient and cool. 

· Demonstrating proficiency in technical and job knowledge aspect of the position to achieve high level of performance. Able and willing to learn.
Courses & Training:
· Ellucian Live Middle East, Attending Banner training and conference.

Ellucian Live Middle East is a global leader in higher education software, they offer an extensive platform of software that will simplify reporting and give more control and flexibility over Banner output.  
· Advanced presentation Skill training on 20th & 21st of April, 2016 at Zayed University - DXB Campus.

· Team Building training on Sunday 8th of May, 2016 at Zayed University.
· British council, Business English course:
Business English courses give a specific skill that is relevant in the workplace. It’s offering a wide range of courses that helped me to become familiar with business vocabulary, grammar, and providing with skills to communicate in the workplace.
· Consulting Clinic, Saudi Arabia, Riyadh 

Training three month as Receptionist and Cashier.
· Dr. Abu Baker Yusuf Medical Center, Saudi Arabia, Riyadh 

Training three month as Sales & Marketing Officer.

2 | Page

