Resume

Objective: seeking a competitive job to suit my qualifications and experience


Personal Data: 

Khalid 

Sudanese National.

Married. 

Email: khalid.99131@2freemail.com  
Education: 

Sept. 86 – April 91 University of Khartoum (Khartoum – Sudan)

Bachelor degree in Economics and Politics.

Diploma in Translation (Sudan National Center for Languages)

Work Experience in Sudan

May 92 – June 97 El-Gharb Bank in the position of Investment and Project Officer, having good training in the different sections of the bank and preparation of daily, monthly,  quarter and annual reports.

Work Experience in Saudi Arabia: 

Jan. 2000 – Aug. 2000 Microsoft Arabia – Riyadh (Customer Care Center) with the following tasks:

· Preparation for windows 2000 release. 

· Help in Microsoft strategy updates. 

· Microsoft customer support. 

· Feeding and validating the End-user Database and records. 

· Contacting companies to profile their information to have current data. 

· Making all necessary reports to manage this database. Daily and weekly reports. 

· Telemarketing services. 

Raslah Trading Est.(2002 to 2005) Executive Secretary and Office Manager, with the following tasks: 

	1. Writing all official letters
	2. Making all contacts.

	3. Search for new agencies.
	4. Submit all Est. quotations. 

	5. Making a unified letter as a company profile. 

	6. Do all secretary tasks including translation, typing, filing, time management and customer communication. 


Nayyara Company Ltd. "Conference & Banqueting Center" (June 2005 to May 2006)
	1. Update and renewal of employees contracts "more than 140 contracts
	2. Search in the internet for posts needed.



	3. Help accounts department in salary preparation
	4. Writing all personnel letters bilateral "Arabic $ Eng.

	5. Preparation of all circulars to all company staff. 
	6. Translation of different seminars for company security guards. 

	7. Coordination for management meetings. 
	8. Writing minutes of meetings. 


Current Post: United Trading and Marketing Ltd., Co. "U- Mark" in the post of Executive Secretary and Translator with the following tasks: 

· Head of secretary office. 

· TV marketing executive secretary. 

· Translation of operation instructions for different new products. 

· Professional follow-up of the different calls and inquiries coming to each channel advertisement. 

· Creation and management of a calls' database to indicate the number of calls and orders.

· Handling the most important sales report, this illustrates sales and collection of more than 25 office and showroom.

· Doing all secretary tasks including typing, filing and time administration.

· Writing e-mails to different branches of the company inside the Kingdom and abroad.
Key Skills and Personal Attr.

Proficient in Computer software Office XP and 2003 Word, Excel and Power Point. 

Effective Communication Skills. 

Efficient result oriented and self-motivated. 

Typing over 40 words a minute in Arabic and English.  

Valid Saudi driving license.  

Transferable Iqama.  
