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OBJECTIVES:
I am seeking employment in the Human Resource fields in a reputable well-established company or institution. I desire to develop my abilities and competencies, learn, and use my academic background and experiences to accomplish the organizations’ goals and targets. 
EDUCATION
April 2019:	Masters of Business Administration, Sudan International University (SIU). Master’s Degree in Business Administration (MBA), Major Human Recourses.
April 2014:	Bachelor of Science, Ahfad University for women (AUW). Bachelor Degree honors in Business Administration.

WORK EXPERIENCE
February 2018 up to date: HR Assistant: Bollore transport and logistic CO.LTD (Sudan)
Duties and responsibilities included:
· Tracking of daily staff attendance.
· Managing and tracking of the staff leave, leave monitoring reports, ensure all leave updates, and documented as required while linking them to staff attendance and updating the HODs with their Staff annual leave policy.
·  Managing & maintaining employees personnel file and/on/within the HR filling system while ensuring they are all up to date, keeping them in confidential and in accessible manners.
· Maintaining and updating staff information with national social insurance fund office while following up with their monthly payment with finance department.
· Assisting in staff recruitment process, introducing new staff members and providing orientation as required.
· following up with any matters related to the staff payroll payment cards 
· Liaise between the staff, the company & payroll payment cards providers with any matter related as required.
· Assisting in human resource polices implementation, staff development, and annual performance appraisal as required.
· Providing support to staff member in HR issues as required 
·  Assisting with day to day efficient operation within the HR department & performing any other related task 
June 2016 up to January 2018: HR and Admin Supervisor: MIG Electronics Co.LTD Includes (Sony, Supra, Elekta) 
Duties and responsibilities included:
· managing and supervising the implementation of Company’s HR policy.
· coordinate and conducting new hiring interviews with the assistance of the Department Heads.
·  Assist in administering and organizing annual evaluations, annual leaves, local leaves, sick reports and all other documents related to personnel matters.
· Implement HR policies, practices, procedures, and ensure compliance with legal laws and/or Regulations as regards recruitment
· Implement social insurance, Tax, deductions as per local laws and regulations.
·  Communicate with the related government departments and maintain good relationship with them.
· Manage payroll processes to ensure that employees paid correctly according to their contractual entitlements.
· Assist in administering staff remuneration, benefit mechanism, performance appraisal system, employee satisfaction scheme, medical schemes, and 
· Assist with administrative tasks as needed.
· Work with insurance company to issue insurance for office, warehouse, showrooms, and cars.
·  Provide guidance and support staff to assist them in completing standard tasks in accordance with company standards.
· [bookmark: _GoBack]Process documentation for execution of logistics operations (e.g. customs clearance, invoice verification), take appropriate actions to resolve operational issues escalating various issues to the supervisor.
April 2014 - April 2015: Human Resource &Administrative Officer, RADAC Group (Radac construction, RADAC Consultant, Purple For import and export)
· Provide support to supervisors and staff to develop staff skills and capabilities.
· Maintain and ensure accuracy of staff records and filing system.
· Provide advice and assistance with writing job descriptions.
· Provide advice and assistance when conducting staff performance evaluations.
· Organize staff training sessions, workshops, and activities
· Access funding for training and write proposals.
· Monitor daily attendance.
· Monitor scheduled absences such as holidays or travel.
· Schedule and organize interviews.
TRAINING 
Aug 2015 –Nov 2015:	Hagar Holding Company. HR Department, responsible of reviewing staff job descriptions across the Group’s companies suggesting and setting the required competencies and qualifications. 
April 2015 – July 2015:	Hagar Limited (Samsung): HR Department. 
Apr 2013 – June 2013:	RADAC Group: HR Department. 
May 2012 – June 2012:	Sudanese Islamic Bank. 
COMPUTER AND LANGUAGE SKILLS:
· Fluent in spoken and written English and Arabic Languages.
· Excellent knowledge of Microsoft office (Word, Excel and PowerPoint).

STRENGTHS:
· Excellent communication skills. 
· Solid experience in delivery of presentations in team and individually.
· Strong interpersonal and influencing skills.	
· Excellent organizational and time management skills. 
· Ability to do multiple priorities, and work under pressure.
· Hardworking, disciplined with a confident attitude and good team player.
· Organized, systematic, responsible and reliable. 
· Flexible and able to work under tight deadlines 

References:
· Razaz Elrabaa  , care nonprofit organization-Sudan ‘recent line manager’
Mob: +249116356644             
· Salah Adam, Administration Manager, Florence service
Mob: +249912682605  
· Mohamed Elamin Alrashid , Human Resources Manager, Dynamic Oil Well Services – Haggar Group
    Mob: +249123595666                 
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