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	Strengths:
	+
	Holder Bachelor’s Degree 
	+
	Possess knowledge with Methods-Curriculum

	
	+
	Enthusiast-Dynamic Team Player
	+
	Student Handling-Coordination Skills

	
	+
	Administration-Correspondence Skills 
	+
	Computer Proficient Professional

	+
	Communication-Interpersonal Skills
	+
	Warm-Friendly-Approachable Personality



	Capabilities:


	Teaching
· Provide a variety of materials and resources for students to explore, manipulate and use both in learning activities.
· Instruct students through lectures, discussions, and demonstrations in particular subject.

· Prepare, administer and grade tests and assignments to evaluate students’ progress. 

· Prepare and deliver lectures to students using English language.

· Evaluate and grade students' class work, assignments, and papers. 

· Advice students on academic and vocational curricula and on subject related issues. 

· Teach students to different level utilizing most modern and technical methods.

· Establish clear objectives for all lessons, units and communicate those objectives to students. 

· Capable to manage the department successfully utilizing advance office administration skill.

Office Administration

· Provide accurate, efficient and committed office work support to the senior management.

· Prepare minutes of meeting and perform presentations. Liaise with internal and external departments. Compile, transcribe, and distribute minutes of the meetings.

· Manage the routine office management functions, deal with clients and visitors and maintain corporate relations. Provide support to the management on executive level.

· Sort out all incoming / outgoing mails and correspondence on the base of urgency, priority, confidentiality or routing to facilitate quick and efficient service to the concerned. 

· Take care of the confidential files, matters and documents for senior management. 

· Arrange appointments; make necessary arrangements for the meeting and ensure availability of appropriate personnel’s for the same as per scheduled time and place.

· Collect, organize and summarize information requested by the Senior Managers.

· Maintain proper records of incoming and outgoing correspondence; and file documents and letters in a systematic manner; and keep all assigned files up-to-date.



	Academic:
	Bachelor of Science in Applied Physics
Arba Minch University, Arba Minch, Ethiopia

	2007

	
	High School

Bole Senior Secondary School, Addis Ababa, Ethiopia 

	

	PC Skills:
	MS Office (Word, Excel & PowerPoint), Internet & E-mail Applications


	Language:
	Fluency in English and Amharic


	Personal:
	Nationality

Birth Date                  

Marital Status


	: Ethiopian
: 15th October 1984
: Single


	
	


