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CURRICULUM VITAE
CAREER OBJECTIVE:

I wish to attain a suitable position in an esteemed organization and wish to use all my constructive abilities and desirous to make my career by enhancing my quality of work as demand to achieve the desired result. I sincerely believe in maintaining a peaceful, friendly and respectable atmosphere at my place. Being given to understand that there exist some vacancies in your esteemed organization I wish to offer my candidature for the same on the basis of my qualifications and experiences , my details are given below.

PERSONAL DETAILS:

Nationality


:
Sudanese
Date of Birth

:
05/03/1975

Sex



:
Male

Marital Status

:
Married

Religion


:
Muslim
ACADEMIC QUALIFICATION:

· B Sc in English Language Teaching – Faculty of Education – Gezira University.

COURSES:
· General Course in Computer Sciences ICDL ( Introduction, Ms Windows, Word, Excel, Access, PowerPoint, Internet) – from Emirates College of Technology- Abu Dhabi.

· Course in Business Administration and Computer Information Systems- from Emirates College of Technology- Abu Dhabi.

· Course in High Executive Secretary from Emirates College of Technology- Abu Dhabi.

· Course in First Aids – Sudanese Red Crescent- Sudan.

PRACTICAL EXPEIENCE:
· Worked as a Teacher ; in Al Salam Private School-Sudan ; for two years:2001-2003.
· Worked as a Supervisor ; with Pepsi Cola Co.-Sudan ; for one year : 2003 – 2004.
· Worked as a Secretary ;with Danfudio Gen. Const.-Sudan ; for one year:2004–2005.
· Now Working as a Typist ; with Enjaz Typing and Photocopy- Abu Dhabi; from 2007 till now.
Special Skills:

• Excellent verbal communication skills.
• Fluent in English speaking and writing.
• Punctual. 
• Outspoken.
• Hard working & career oriented. 
• Dedicated and career oriented. 
• Knowledge of MSOffice (Word, Excel, Outlook, Access& PowerPoint). 
• Technology oriented / Internet efficient user. 
• Ethical & conduct business in a very professional manner. 
• Willingness to work in mixed work environment. 
• Excellent phone etiquette.
• extremely creative and able to make quick and accurate decisions.

• Completes other administrative tasks as needed. 
• Works in conjunction with other corporate staff / Works as a team with other staff members. 
DRIVING LICENSE:

· Light Vehicle Driving License – Issued in Abu Dhabi.
LANGUAGES:
· Arabic (Mother Tongue) : speaking, writing, reading.

· English (Target Language): speaking, writing, reading.
