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Full name : Rahel
Email :  rahel.147663@2freemail.com 
Key Skills: 
· Able and willing to work in new areas of responsibility
· Excellent General knowledge and Fast learner

· Excellent interpersonal and communication skills

· Goal oriented, problem solver and motivated team player

· Self-motivated and self-discipline
· Reliable and Dedicated,Serving as a trusted assistant to senior executives and tactfully 
handling sensitive situations
· Achievements include: increased sale , establish team work, and general efficiency of Organization

Education:

	1. 2008 – Dec 2011, Smap Institute, Asmara, Eritrea.

· Completed Degree in Accounting

2. 2007 - 2008, Eritrea Institute of Technology, Asmara, Eritrea. 

· Attended courses under science education department

3. 2005 –2006, WarsayYekealo Secondary School, Sawa, Eritrea. 

· Completed Matriculation Exams

4. 2001 – 2004, Isaak T/MedhinSecondary School, Asmara, Eritrea.

· Completed High school



	Work Experience:
Current: Alshaya (Victoria Secret)

Position: Sales Associate

 Work Place: Sol Electronics (Dragon Mart)

Position: Sales Executive
DUTIES:

1) Analyzes communication needs of customer and consults with staff engineers regarding technical problems.

2) Trains establishment personnel in equipment use, utilizing knowledge of electronics and product sold.

3) Recommends equipment to meet customer requirements, considering salable features, such as flexibility, cost, capacity, and economy of operation.

4) Negotiates terms of sale and services with customer.

5) Sells electrical or electronic equipment, such as I pad, data processing and electronic equipment to businesses and industrial establishments.

Work Place : Phaesun Asmara Plc

Position: Office Manager

Duration: 5th January 2012 - 10th April 2013
DUTIES:

· Liaising with Clients on suggestions of systems and sizes.
· Advertisement and general introduction of available products

· Receive calls, Negotiate and keep messages

·  List tasks and ensure accomplishment

· Record day to day transactions on computer 

· Control office neatness

· Provide Monthly report to CEO,  summarized in PowerPoint

· Advice , Report and help in schedules

· Fax, email and reply to messages accordingly

· Ensure expire due dates (Insurance, fire extinguisher, computer virus)

· Assist in accounts which includes preparation of payroll and payment
· Keep records of inflows and outflows accordingly in files using vouchers (CSV, CRV, CrSI) and (CPV, PPV).
· POA in signing bank documents, invoices, contract agreements, issuing of cheques and withdrawals.
· Pay personal income tax, rent and general expense at the end of every month.
· Fill cash receipt slip and deposit slip for cheques and bank accordingly.
· Market assessment and evaluation and report to CEO.
Work Place : Beleza (Finance Department) 
Position: Cashier

Duration: 1st January 2010 – 28th December 2011

DUTIES:

· Withdraw from Bank & pay salaries at the end of each month

· Keep cash in safe and secure
· Summarize payroll & provide monthly report to head of Finance

· Maintain office disciple, neatness and time

· Keep messages and help in day to day activities 

Work Place : Private in My City, Asmara
Position : Home Tutor

Duration: 3rd August 2008 – 2nd December 2009
DUTIES:

· Teaching children from kindergarten to 8th grade.
· Plan daily activities.
· Assist in homework and extracurricular activities such as musical rhymes and art.
Languages Known:
· Tigrinya- Fluent (Mother tongue)

· English- Fluent (Spoken & Written)

· Fair in Arabic
Computer Skills:
· Computer Literate- Microsoft Applications , Peachtree 


	Interests:
· Computers, Reading and Socializing
Certification:

	I, The undersigned, certify that to the best of my knowledge and belief, these data correctly describe my qualification, my experience, and myself.
Reference:
Will be available upon request.
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