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Sofiane
Email: Sofiane.355327@2freemail.com 
	Date of birth
	05-04-1976

	Citizenship
	Algerian

	Objectives
	Ask candidacy


	Professional Experience
	08/2015 to 02/2017: 
Company:Private Store

Hold a position of:Vendor “Technical sales”.

Main Activities and duties:
in charge of Mobile phonesand computer accessories sales

_ Challenge objections in order to get the customer to buy a product
01/2012  To  31/03/2015:

Company :Samsung Engineering CO-LTD(Kumyang electric-co ltd)
Project :Rehabilitation and Adaptation of Skikda Refinery 

Hold a position of:Admin Officer “technical service”.

Main Activities and duties:

Updating, typing and filing documents:

­ Write the outgoing letters sending to Samsung and Sonatrach in English and French languages.
­ Manage the filing, storage and security of documents and Respond for incoming letter of Samsung Subcontractor
­ Typing all Type of documents and distributing for kumyang employee "engagement/notice letter /payment slip...."

­ Maintaining a Soft and hard copy filing of all admin department documents.

Report :

­ Fill up Daily report including Manpower mobilization and Main Activities to be performed in each area And submit it to Samsung "field control department"

­ Follow and Update the weekly and Monthly reports.

-Prepare all report type specially « accident report, damage estimate reports …..)

In charge of the recruitment and staffing& Salaries:

- Consulting in Human Resources and Management

- update Internal database.

- Prepare and submit (temporary work permit) & (ID CARD) & social security for local.

­ Calculate Algerian and TCN Salary after Review &Confirm Attendance Sheet

Manpower Agency & Equipment.

-​ Assist The preparation and advertising of contract documents: Equipment/ Manpower agreement.

­ Checking agreement Article"company right" &"Agency duties" and modify some article according to company regulation.

­ Arrange and prepare access/ stickers for cranes/Heavy equipment to get inside industrial Area.

07/2004 to 06/2011:

Skikda, Algeria :Internet Coffee (CYBERCAFE LE NET)

Manager and customers assistant, I helped to set up MS LAN TCP/IP Network hardware/software.
Good knowledge of Windows 9x, Windows NT, 2000, XP, Windows 2003 server,Windows 7.
Good knowledge of Microsoft Office programs (2003 /2007/2010/2013)
-------------------------------------------------------
11/2001 to 02/2004:
Skikda, Algeria: Private Computer Shop & Maintenance.
    
Assistant (part- time) fix and repair computers problems



	EDUCATION AND DIPLOMA


	-------------------------------------------------------
1994 : Baccalaureate option:  Nature Sciences and lives 

1991-1994 Skikda, Essedik Ben Yahia Secondary School

1998-2001 Algiers, “Ecole superieur d’informatique et de langues” institute (computers knwoledge and networks installation) Diploma in Computer Office and Excel Management(WORD, EXCEL, POWER POINT).

	DATA PROCESSING KNOWLEDGE
	--------------------------------------------------------
2013: Certificate in Business English Courses (Pre-Intermediate)
2016: Full clean driving license 
--------------------------------------------------------
Word , Excel, PowerPoint, Photoshop.

	LANGUAGES

	--------------------------------------------------------
English (read, write, spoken) good.

French (read, write, spoken) good.

Arabic (read, write, spoken) good.


	KEY SKILLS AND COMPETENCIES
	--------------------------------------------------------
-  Excellent team working abilities together with an innate                   

   diplomacy.

-  Excellent computer skills ( Word, Excel, Power Point Photoshop) 

-  Highly skilled in Word, Excel and Microsoft Outlook.

-  Able to work under pressure

-  Able to work to tight deadlines.

-  Excellent communication and social skills

-  Profound knowledge of workers law policies and institutions.


	PLEASURE AND OTHERS
	--------------------------------------------------------

Serious, hard worker, Ambitious, punctual 
Travel, internet, reading, Sport


