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Curriculum Vitae

AMANUEL 
Email: amanuel.369718@2freemail.com 
Objectives:
Upbeat, success-driven human resources marketing professional with one year of progressive experience in diverse administrative roles. Strong track record of strategic and operational management of employees targeted at achieving business objectives. Expertise encompasses operational services, performance management, and recruitment and employee relations.

My enthusiasm in seeking this job is to face challenges and work as a team with other, showing the professional skills in me and also ready to learn more to the skill that I have so as to help push the company forward toward great achievement.

PROFESSIONAL COMPETENCE
· Planning
· Advertising
· Public relations
· Event organization
· Product development
· Distribution
· Sponsorship
· Research.
· promotional activities

· Performance review

· New-hire paperwork
· Bills auditing

· Compensation calculation


· Payroll processing
 

· Background checking

· Confidentiality maintenance
 

· Documentation


· Recruitment supervision

· Advertisements handling


· Interviews conduction
 

· HR policies enforcement

Work Experience: 

· Worked as a Sales Assistant at Edna Mall Addis Ababa, Ethiopia a from May 2012 to June 2014
Duties and Responsibilities

· Proactively acknowledged, greeted and assisted customers in the store

· Offered customers with exemplary and timely service

· Provided accurate product information

· Served multiple customers, discovered their needs, and made recommendations to generate sales

· Recommended alternative purchase choices

· Enhanced product knowledge utilizing limited resources

· Merchandised, stocked and replenished the selling floor constantly

· Maintained working knowledge of store’s policies and procedures

· Worked as a Sales Assistant at Morning Star mall Addis Ababa from July 2014 to May 2015
Duties and Responsibilities 

· Offer customers a warm & gentle assistance & quality services in dealing with their needs.

· Direct that actual sales promotion f products to the customers

· Conduct product supplies inventory to monitor product off take & selling activities

· Familiarizing the new arrival products

· Giving instructions & information to the customers about the products

· December 2015 to February 2017, I have been working in position of Marketing and HR Administration Officer in AKWOS building contractor and Aluminum works plc. 
Job Profile: 

· Managing the production of marketing materials, including leaflets, posters, flyers, newsletters, e-newsletters and DVDs;

· Organizing and attending events such as conferences, seminars, receptions and exhibitions;

· Supporting the marketing manager and other colleagues

· Conduct market research to identify opportunities for promotion and growth

· Prepare content for the publication of marketing material and oversee distribution
· Handle HR related documentation and records
· Act as the first point of contact for all human resource related activities

· Assist human resource managers during recruitment and induction procedures

· Create and maintain liaison with external recruitment agencies

·  Coordinate in-house training activities and track training sessions

· Assist HR in performing background checks and reviewing references

· Coordinate interviews and direct applications to the right channels
· Surveying major areas of marketing for the company.

· Working with different banks for the company transaction like bank guaranties, credit line facilities, bank statements, CPO, and other related things.

· Coordinate office activities and operations to secure efficiency and compliance to company policies

· Supervise administrative staff and divide responsibilities to ensure performance

· Manage agendas/travel arrangements/appointments etc. for the upper management

· Manage phone calls and correspondence (e-mail, letters, packages etc.)
· Support budgeting and bookkeeping procedures

· Create and update records and databases with personnel, financial and other data

· Track stocks of office supplies and place orders when necessary

· Submit timely reports and prepare presentations/proposals as assigned

· Assist colleagues whenever necessary

Personal Skills and Capabilities:
Language Proficiency 

· English: reading, writing and speaking all excellent

· Amharic: reading, writing and speaking all excellent 

Organizational Skills and competences 

· I have good planning, organizing, coordination and analytical skills and capable enough to deal with group work. 

· I have good team working ability and respect organizational core values and comply with standards. 

· I have develop ample experience of working in a team, a high level initiative and creativity and use sound analytical and conceptual and communication skills to effectively work with different people at different levels and encourage participation in the meantime. 

Technical Skills and Competencies 

· Computer skills: Have good background on office computer applications like MS Word, MS Excel, MS Power point and different statiscal software like: SPSS, STATA and EVIEWS 



Educational Qualification:
· September 2010 – July 2012:-  BSc Degree in Animal Science in Debre Berhan University with a GPA of3.43
· 2013:- Preparatory courses to Economics in Unity University with GPA OF 3.30
· September 2013 - August 2015 :- MA in Development Economics in Unity University with GPA of 3.56
Personal Details:

· Date of Birth
    
: 30/09/1990
· Gender

    
: Male

· Nationality 
    
: Ethiopian 
· Marital Status
    
: Single 
References Available upon request

Declaration:
I hereby declare that the above information is true and correct to the best of my knowledge and beliefs.
AMANUEL 

Applicant 
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