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BERHANE  SEMERE BERAKI 
EMAIL: berhane.371288@2freemail.com 
 OBEJECTIVE
Seeking office administrative  assistant position in your esteemed organization where my excellent communication combined with sells and customer service skills and organizational abilities will be helpful in contributing the development and achievement of the organization and the company’s goal.

PROFFESSIONAL SYNOPSIS

To Obtain a Challenging Position That Allow me to utilize my Current Skills to Assist in Advancing Business that otters a Suitable Employment Opportunities am also eager to Learn New Skills and Business and Technological Advancement.

KEY SKILLS 
· Good Communication skills

· Service with Smile Attitude

· Urge to Learn More

· Getting Very Friendly without he situation

· Wish  to Work in Challenge Position where my Capabilities can be Maximally Tilted  
EXPIRIENCE

Company         :     United Nations Development Program UNDP    (2010-2012)    
Designation     :    Cultural perspective contributor

Worked as a  :    Cultural perspective contributor with UNDP for two years in Asmara Eritrea
 Company        :Research and Documentation Center( RDC) 2012-2013
Designation    :     Assessment staff
Worked as Assessment staff member in Research and Documentation center( RDC) for one year.

Company        :     National Education and Training Center (TVET) 2013-2015
Designation    :    Cultural and Sport Activity Organizer 
Worked as:    Cultural and sport activity organizer for three years in (TVET) Asmara Eritrea.
Company:     Andebrhan Construction Company PLC, Addis Ababa Ethiopia (2015-2017)

Designation: Company’s assistant manpower secretary
Worked  as: Assistant man power secretary with Andebrhan Construction Company PLC for two years.

DUTIES AND RESPONSIBLITIES
· Coordinating office activities and operation to secure efficiency and compliance to the company policy.
· Manage agendas such as travel arrangements, appointments for the upper management.
· Supervising administrative staff and dividing responsibilities to enhance performance

· Create and update records and database with personnel, financial and other data’s.

· Submit timely reports and prepare presentations or proposals as assigned.

· Track stocks of office supplies and order when necessary.

· Cultivate a humor of team work among colleagues, act to manifest the commonly shared culture, value, and norm of the company to secure the progress and reach out the ultimate target.
· Assist colleagues whenever necessary.
· Support budgeting and book  keeping procedures.
· Dealing tightly with politics of the office crucially to protect the company from any reputation.
EDUCATION
· High school completed

· Bachelor degree in anthropology and archaeology

· Computer application and internet browsing

LANGUAGE COMPITENCIES
· English (fluent)

· Arabic (intermediate)

· Amharic( fluent)

· Tigrinya(fluent)
PERSONAL DETAILS
Date of birth                        : 21st Feb, 1989
Nationality                            :Eritrean

Marital status                       :single

Visa status                            :Long term visit visa (transferable)

REFERENCE:

Will be ready furnished up on request.
I do hereby declare that the particulars furnished above are true and correct to the best of my knowledge and belief.
                                                                                                            BERHANE

