CRRICULUM VITAE
Tawfieg.98984@2freemail.com 
Objective:   To obtain a position that will utilize my excellent organizational and 

                     Computer skills to provide your company with maximum

                     Productivity. 
Name                     


: Tawfieg 
Nationality             


:  American   
Date  of  Birth        


: 12/5/1969 

Religion                 


: Muslim 

Marital Status      


: married

Gender                  


: male
Children                 


: ---------------

Languages Known:

                                 

    
Arabic: Reading, Writing &spoken

                                 

English: Reading, Writing &spoken

Educational Qualifications:

From 2000 - 2003
 Ivy Tech state college          
Lafayette, IN                          

· I’m going to take the GMAT test for the master soon.

· Business Administrative, Marketing.

· Work study in LRC Lab for troubleshoots.

· Course Reading strategies for college II.                        

· Course Beginning PC Computing.

· Course creating web page.
· Class introduction to microcomputers.

· Course Quick Books pro.

From 1992-1996
Omdurman Ahlia University, Omdurman, Sudan

· B. Sc  Administrative Sciences 

From 1987 – 1993
Khwarizmi College for Computer Science, Omdurman, 

                                    Sudan

· Diploma   Introduction to computer Science & Operating 

· Programming in basic, dbase III plus, troubleshoot, maintenance.

Career Background:

2006- Present       Alwasl International Group Advocates &Legal Consultant                          

                                Abu Dhabi, U.A.E

        Collection & Recoveries Department

· Responsible for the follow up of collection Recovery account across all Products(loan & 

       Cards). 
· Preparing contracts & agreement with banks (HSBS- ST CH- RAK- AMEX- Me Bank).

· Personally liaison with Human Resource & Finance Department of all employers to mange 
       All customers related & issues.

· Managing & processing a legal action between Police Dept. & Customers. 

· Performs any other related duties required.

2004- 2006       Forest River                    Elkhart, IN

        Supervisor

· Design RV’s from interior and exterior for final finish. 

· Work with government to ship unit’s around USA.

· Sales for company need from materials.

2003- 2004       MZA Medical Transportation Naperville, IL

        Manager

· Provided door –to-door  service for many of aurora , Naperville, 

      Bolingbrook dialysis Center’s 

· Make connections with all hospital and dialyses center in all

      Chicago area

2000 –2003       Griffith Electric Lafayette, IN                                     

       Construction Supervisor

· Order materials.

·  Sales for the company need from materials.

·  Negotiate prices with suppliers, purchase order, Customer's  Services in and out the building site. 
1999–2000       K- Mart West Lafayette, IN

       Department Manager

· Order products for the store

· Keep track of the quantities of different products for inventory purposes

· Developed Excellence in display signs & Sales training course.

1996-1999   El Jazirah Enterprises for Trading and Industry, Riyadh, KSA
        Secretary in Head Office

· Human Resources/Personnel

· Created International Correspondence

· Created/maintained a database for employee vacations/salaries

1992-1996   Yassrin International Enterprises Services, Khartoum, Sudan
       Sales Manager

· Increased Sales from $ 86 Thousand to $ 300 thousand
· Managed 100 sales representatives in Khartoum, Omdurman

· Suggested new  products that increased earnings by 26%

· Maintenance, Research & Studies

Hobbies:     
               Running, Gardening, Soccer, Computer Design ACAD, Decoration Design.

Tawfieg
________________________________________
Dear: HR Director,

In regard to the open position you have posted, I am very interested in the opportunity. Perhaps after reading this letter and enclosed resume, you will agree we have a mutually beneficial reason to meet. My credentials include: 
· 12 years of customer service experience in and out U.S.A. , K.S.A.,U.A.E.
· A track record of increasing clientele by preparing top-quality service and maintaining high standards of excellence. 

· Respected leadership skills with experience training and motivating office staff to work together as a team.

· Developed Excellence in display signs & Sales training course. 

As you see in my resume, I have the opportunity to make a different in any position, maybe my information about all the businesses around the world, from Africa to gulf aria, because I worked there for long time.
The position sounds like an outstanding opportunity, and I would welcome the chance for an interview to discuss your needs and outline my strengths in person. You may reach me at 050-791-1872 in UAE. Thank you for your time and consideration of my resume, and I look forward to speaking with you.
Sincerely, 

Tawfieg
