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IFRAH
Email: ifrah.368780@2freemail.com
Address: United Arab Emirates
OBJECTIVE

Seeking a position that will enable me to use my oriented skills in the best possible way for achieving the company’s goals. And to be part of a result motivated team.
QUALIFICATIONS PROFILE
 Degrees
· 2016: Bachelor of  Science in International Business Management, Africa Nazarene University                         
· 2012: Diploma in Public Relations and diplomacy, Mount Kenya University
· 2011: Certificate in Public Relations, University Of Nairobi 

· 2001: K.C.S.E Certificate –Al maktom girls Secondary School 
Years of Experience:
· 5 Years
Countries of Experience
· Dubai, United Arab Emirates
· Nairobi, Kenya

Areas of Experience:
· Accounting and consultation.

· Administrative Assistant / Secretary

· Executive assistance
· Developing sales force capability/Sales Associate

· Public Relations
Languages: English: Speak, Read, and write Arabic: Read and write, with fair understanding Swahili: Native Somali: Speak, Read and Write 
Other Skills
Communication, Planning, Leadership, Financial skills, organizing and Time Management,, Persuasion and Negotiation, Information Acquision and Management
Workshops
Participated in conferences organized by the Kenya Red Cross Society, on Climate Changes Initiative and Up-cycling techniques
ACQUIRED SKILLS AND KNOWLEDGE
· Good customer care skills

· Ability to excel at details, multi-tasking and working under pressure
·  Ability to maintain concentration and work for long hours
·  Ability to plan work and meet deadlines
·  Ability to work with people in a multicultural environment
·  Ability to working with fast learners with an open mind, without supervision
·  Interpreting instructions and carrying out policies accurately
·  Good command of financial and other computer applications, as well as working knowledge of the internet and email
· Good knowledge of Microsoft packages (Word, Excel, Power point and outlook).      
PROFFESSIONAL EXPERIENCE
Victoria Juice Limited                                              July, 2014-March, 2017
Position: Accountant
Responsibilities:
· Maintaining customer confidence and protects operations by keeping financial information confidential 
· Summarizing current financial status by collecting information; preparing balance sheet, profit and loss statement, and other reports 
· Prompted provision of feedback and comments to donors 
· Reconciling financial discrepancies by collecting and analyzing accounting information.
· Maintaining customer confidence and protects operations by keeping financial information confidential  
· Maintained relationships with stakeholders and donors 
· Implemented and monitored communication strategies for the organization 
·  Provided high quality communication materials written in English and Swahili
·  Coordinated the production process of annual reports, from project information to collection from Program Officers to writing case studies and liaison with Graphic Designers 
·  Provided translation service to the organization
·  Responded to external inquiries and also prepared proposal writings for the organization
Haans Consultant Nairobi, Kenya                                          October, 2012-June, 2014
Position: Executive Assistance 
Responsibilities
· Responding to external inquiries and sourcing client for the firm  Managed a team of local staff and collecting data in the field
·  Producing reporting documents and assisting the Managing Director
·  multiple priorities while staying on schedule Coordinated and managed the Managing Director’s diary
·  Making appointments and travel arrangements for the Country's Director
· Preparing first drafts of documents, speeches, letters and reports
            International Organization for Migration (IOM)                     
 April, 2012-September, 2012
        Position: Interpreter 
        Responsibilities
· Analyzing original texts or confer with authors to ensure that translations retain the content, meaning, and feeling of the original material.
· Reviewing translations of technical terms and terminology to ensure that they are accurate and remain consistent throughout translation revisions.
· Compiling of terminology and information to be used in translations, including technical terms such as those for legal material.
· Discussing translation requirements with clients, and determine any fees to be charged for services provided.
· Listening to speakers' statements in order to determine meanings and to prepare translations, using electronic listening systems as necessary.
· Proofreading, editing, and revising translated materials.
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