Career Objective:-

Seeking to gain more knowledge in Human resources field in rapidly growing on this field as well to reflect
my experience in the growth of the company as well as the spreading and the promotion of the company.

Personal Bio- Data:-

Full Name : Azhari Mohammed Mohammed Salih
Birthof date : 02/04/1984

Place of Birth : Saudi Arabia - Riyadh

Nationality  :Sudanese

Marital Status : Married

Education:-
» BSc of Business Administration, Faculty of business studies, Sudan University for Science and
technology, Khartoum, Sudan.
» Diploma of Business Administration, Omdurman Ahlia University, Khartoum Sudan.
> Al-khaleej high school - Khartoum, Sudan.
» Herman Jemainer primary school — Khartoum, Sudan.

Working Experiences:-

v HR Manager, Baraha Medical City Hospital, from Aug 2020 to Feb 2021.

v" Head Of Administrative Section , Sulphonia Industrial Co. Ltd ,
Saoud Mamoun Elberier Group Of Campanies, from Sepempter 2019 to July 2020

With main responsibilities:-

Acting as head of administration for the three factories Sulphonia ,Polymar, Olimapic with a full
responsibility from the three factory in term of administration.

» Preparation for the internal policies and supervise the implementation of this policy

> Responsible from the factories licenses and all governmental documents and permissions needed

1|Page



» Supervise and monitor the maintains of all company premises and the environment of the group.
» Supervise and monitor the pest control at the group.

» Checking and supervise the inventory list of the group.

» Archive the employee records and the group assists with them.

» Implement and monitor the right policy for the public relationships of the group internally and
externally.

» Supervise and monitor the court cases against the group if any as well as the labor court cases in
coordination with legal advisor of the group.

» Participate in developing the polices that concern the administration development of the group.

» Prepare the contracts of the employee internally and the outsource, monitor the contracts
processand the implementation and summit the monthly needs.

» Supervise the new staff work and monitor the needs in order to give the best performance
including the supervision of the tools, equipment’s and the stationaries for the whole staff.

» Supervise the cars, trucks and its records and Insurance records.

» Supervise the safety and security department.

» Supervise the catering with all managerial issues.

» Supervise the phone lines of all staff including the payment and any actions needed.

» Prepare the monthly budget and supervise the expenditures.

» Train and support the administration department in order to raise the capacity of the employees.

» Submit regularly the development plan to upgrade and maintain the performance of the employees
to the top management.

» Submit the weekly report to the general manager of the group.

v' Executive Manager , Alnile International Multiactivities CO.LTD , from Dec 2018
to May 2019.

With main responsibilities:

> lIssue the renting contract for the customer.
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» Responsible from the all expenditures of the company

» Responsible from Car maintenance.

» Sorting and solving the customers complains and support them.
» Responsible from the pay roll sheet and incentives.

v HR Manager , Fourtech For Maintenance, Sudan from June 2012 to April 2018

Directly responsible for the overall administration, coordination and evaluation of the
human resource function.

Main Responsibilities:-

> Develop and administrate various human resources plans and procedures for all company
personnel and conducting the interviews and selection procedures.

» Plan, organize and control all activities of the department. Participate in developing department
goals, objectives and systems and supervise the staff in the different states.

» Implement and annually update compensation program,; rewrite job descriptions as necessary;
conduct annual salary surveys and develop merit pool (salary budget, analyze compensation,
monitor the performance evaluation program and revise as necessary.

» Develop, recommend and implement personnel policies and procedures, prepare and maintain
handbook on policies and procedures, perform benefits administration to include claims resolution,
change reporting, approving invoices for payment, annual re-evaluation of policies for cost-
effectiveness, information activities program and cash flow.

» Establish and maintain department records and reports. Participate in administrative staff meetings
and attend other meetings, such as seminars. Maintain company organization charts and employee

directory.

» Recommend new approaches, policies and procedures to effect continual improvements in
efficiency of department and services performed.

» Maintains compliance with federal and state regulations concerning employment and direct
supervising the social insurance.

» Perform other incidental and related duties as required and assigned.
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v" HR Officer at Fourtech for Maintenance Company, Sudan from Sep 2007 to May

2012.

Main Responsibility:-

Provide support to supervisors and staff to develop the skills and capabilities of staff.
Monitor staff performance and attendance activities.

Coordinate staff recruitment and selection process in order to ensure a timely organized and
comprehensive procedure is used to hire staff.

Provide information and assistance to staff, supervisors and Council on human resource and work
related issues.

Perform other related duties as required.

v’ Staff with Abu-Abid International Co.Ltd, export crops section From Nov 2006 -
To Aug 2007

Main RESPONSIBILITIES : -

» Directly responsible for the overall Governmental procedures.

» Outgoing transactions include all transactions from a certificate of Chamber of Commerce and the
Ministry of trade, standards and specifications, etc.

» Incoming transactions including the receipt, storage, distribution and import insurance.

» Perform other related duties as required.

SKILLS :-

» Proficiency in computer MS office package word, PowerPoint, excel and internet.

> Report writing.

» Transfer of knowledge and information through trainings and orientation sessions.

» Good organization skills.

» Pro- active worker.

» Capability to work in a team as well as to work individual.

» Good communication skills.
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» Ability to collect, process, retrieves data.

» Good management skills.

» Performance management strategies.

» Problem solving and conflict management.
» Employee handbook development.

» Good negotiations and counseling skills.

» Strong leadership and team building skills.
» Staffing and recruiting professional

» Multitasking skills.
Training Programs Certificate: -

» Participated in Human resources expert training conducted by British Educational institutes training
center, Khartoum, Sudan 2015
» Participated in Basic and advanced excel conducted by Kiwi training center , Khartoum, Sudan 2012

REFRENCES : -
1\Ahmed Hashim Osman

Deputy General Manager
Fourtech Maintenance

+249922011220

2\Ibrahim Osheik Babiker
General Manager

Fourtech Maintenance

+249922011077
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British Educational Institutes
Training Centre

License No, [09052]

CERTIFICATE OF ATTENDANCE

By the power vested in the Administration of the BEI Training Centre

do hereby certify that: _ \
Mir/Ms. Azhari Mohamed Mohamed Salih

Has fully attended and completed a professional course in:
Human Resources Expert

ordance with IAPPD UK Standar




Recognized by:

National Council for Training

Commercial Registry: 77566
. License No: 1286

Training Center

Knowiadge Integra

Republic of the Sudan

Certificate No: ....... g...B ‘.‘.‘-..E:E.?-i.

= Certificate

This is to certify that Mr. /Ms.

Azhari Mohamed Mohamed Salih

has successfully completed the course entitled

Basic & Advanced Excel

In testimony whereof we have awarded this certificate.

Period from _19-Aug-2014 to _3-Sep-2014 Total hours _24 Hours..___.
Date of Issue_ 3 -Sep-2014 . .

General Manager Academic Manager

Elrazy Yassin Maysaa Mahgoob

Training Center
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CERTIFICATE

We the undersigned hereby certify that the Senate has awarded:
AZHARI MOHAMED MOHAMED SALIH (Sudanese)

The degree of Bachelor of Science in Business Studies (BUSINESS
ADMINISTRATION) after completing the prescribed course and passing the

Final Examination.

CLASS OF AWARD: THIRD CLASS
DATE OF AWARD : I7JUNE / 2015
DATE OF ISSUE  :06/12/2015

/v/a/?;
MOHAMED Y AHIA MOHAMED &

REGISTRAR

\n - ;:1}:# |1+.m| ELMULA ELBASHEER
;'f"! -4 JAN E!Jf , \DEAN

H”L,_,' .

= 1
Prof. YOUSIF MOHAMED AHMED IDRIS S
SECRETARY OF ACADEMIC AFFAIRS —
" Any Aleration [ovalidates the Certificate ™

P.O.Box:407 . Khartoum Tel: 83771514 Fax: 83778639 E.Mail ; scafasustech.edu



Diploma
2004 / 2005
Human & Technological Development

Diploma in Business Administration

2/5/2007
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