FATMA
FATMA.254548@2freemail.com 

OBJECTIVE: Looking for a challenging and rewarding career with good growth potential.
WORKSHOP ATTENDED:
A Three weeks workshop - JUNE 2010
THE INTERNATIONAL FEDERATION OF GYNAECOLOGY & OBSTETRICS (FIGO)
AND THE ASSOCIATION OF GYNAECOLOGISTS & OBSTETRICIANS OF TANZANIA (AGOTA)
I worked as a team leader in Administration Department, taking care of all the International Specialist from all other states. My duties in arranging the workshop were: Drew up a timetable, Decide on a date, Develop a program, Draw up a budget, Registration fees, Seek sponsorship, Select a venue, Develop a registration brochures, Plan the promotion campaign to advertise the event, Send confirmation letters to registrants, Maintain contact with speakers/presenters, Organize equipment’s, Develop evaluation forms, Prepare participants’ information packs/folders and all activities on the day and Post event activities.
WORKING EXPERIENCE:
MUHIMBILI NATIONAL HOSPITAL




2010 - 2012
I worked as an office administrator. My duties were depositing and withdrawing cash and cheques, taking statements, supervising reports from other regions, attending workshops and seminars and all other activities in the organization.
Activities related to financial planning, billing and recordkeeping, personnel, and physical distribution and logistics, within an organization. Includes planning work assignments and supervising staff. Requesting new office equipment and repairs on existing equipment. Also discussing performance problems with employees and work with upper management to hire new employees or dismiss current employees.
HABIB AFRICAN BANK






2008 - 2009 
I worked as a teller. My duties were taking money to other banks for safety deposits. Cash checks after ensuring that signature are verified. Verify dates on incoming checks. Sort, file and record deposit slips. Provide information to clients regarding bank services. Manage specialized services such as checking and savings accounts. Provide account balance information to clients. Transfer funds at the request of clients. Ensure that the cash drawer is balanced and maintained at all times. Perform end of the day recap of money and bank slips. Stamp receipts and verify that the customer is who he or she claims to be. Compare signatures, photos and ID to verify customers.
AFROPLUS INDUSTRIES LTD 





2004 – 2007
I worked as Graphic Designer under the supervision of Senior Graphic designer. My duties were designing brochures, business cards, posters, restaurants menus, book and magazine covers and all kind of advertisements mostly in fashion and beauty launches. Also receiving orders from customers over the counter and on telephone, sending and receiving emails from customers regarding their queries and orders status.
GOLDEN ROSE SUPERMARKET





2001 –2003
I was working as a head of cashiers at under the supervision of chief accountant. My duties were to collect cash from the customers, issues receipt to the customers, replenishing stock, updating the bin cards, closing sales register daily, to reconcile the cash register and daily sales collection daily.
OTHER EXPERIENCE:
I am very competent in the Microsoft word, excel, publisher and page maker. I have acquired excellent interpersonal skills with my experience of working as a head cashier and customer service. I can work under pressure. 
PERSONAL DETAILS:
Date of Birth


: 06 July 1982
Marital Status

: Single
Nationality


: Tanzanian
Language

             : Fluent in English, Swahili and very partially Arabic
EDUCATION & TRAINING: 
Certificate in Business Administration, September 2009 to September 2010
Subject covered: Business Administration, Business Mathematics, Economic, Commerce, Communication Skills, Marketing, Entrepreneur, and Business Law
Certificate in Graphic Design - Desktop Publishing Institute (DTP), May - Sept 2005
Subject Covered: Photoshop: Creating Blending modes, Photo retouching, Text effects.
Illustrator:  Drawing and making Logos, Text on a path, creating 3D Text
Certificate in Introduction to Computer - Amana Vijana Centre. Jan-March 2001.
Subject Covered: Microsoft Word, Excel, Publisher and Page maker
Certificate of Secondary Education (CSEE) – Ilos Secondary School. Jan 1997 – Nov 2000
Certificate of Primary Education. – Msasani Primary School.  Jan 1990-Oct 1996
Declaration
I declare this information is true to the best of my knowledge
