	[image: image1.jpg]o~



ADAM



Date of birth: 20/04/1991                                                                                

Mobile: Whatsapp +971504753686 / +919979971283
Nationality: Sudanese                                                                                 
Email : adam.376843@2freemail.com 
SUMMARY
Highly oriented English major graduate seeking position In secretary as I was well trained to deal with customers in good manner in order to fulfill the job on hand.
Skills 
· Well spoken and written English 
· Work under pressure 
· Excellent communicational skills  
· Knowledge of word,Excel,accessand power point 
· Effective multi task 
Work history
9/2009 -2/2010 administrative assistant                                                                             Old hood welfare organization- Khartoum, Sudan  
Duties                                                                                                                                                                                                           » set up meetings and agenda                                                                                            »keep the area of administration clean                                                                           »keep files in organized way                                                                                            »making outgoing and receive incoming calls                                                                »send emails and letters                                                                                                              » work with other senior officers
Languages
Arabic: Native                                                                                                                     English: Very good                                                                                                  
Indonesian: Good
Education
Diploma general English: 2017                                                                                    Comboni college for science and technology-    Khartoum, Sudan   
Elementary levels: General English, 2013                                                                                                                               LIA–Jakarta, Indonesia  
Secondary school exam: 2009                                                                                                                                               Almarafi-Khartoum, Sudan
Diploma computer package: 2008                                                                                   Unisco for International Relations -Khartoum, Sudan     
