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Name: Mayada Abedalla Ali Fadiel.
Gender: Female.
Birth date: 30/06/1988                 
Marital status: Single.
Nationality: Sudanese.
Academic qualification: 
University Of BOLTON, UK
 Bachelor of Science in civil engineering (HONS), September 2014

Work experience: 
· Nova airways as customer service agent, Sudan.(March  2010 - March 2011)
Main duties:
· Responsible for resolving customer requests, questions, and needs ensuring the best use of resources to accomplish these tasks in a high pace environment.
· Handle customer complaints and maintain an understanding and professional attitude, even when handling unpleasant customers.
·  Serve as a concierge between customers and various airport departments.
·  Provides price quotes, process orders including invoicing.
· Perform work assignments and related clerical duties accurately with an eye for details.
·  Provide current airport information for pilots and passengers.
· Assisting customers with hotel reservations, ground transportation, catering, local attractions/activities and other functions that will be helpful to the customer.
·  Maintain a pleasant, friendly and outgoing attitude.
· Meet and greet First Class customers and assist as needed.
· Booking hotel's rooms and conference facilities.
· Organising and storing paperwork, documents and computer-based information.

· Challenge international school as administrative assistant ,Sudan.(2016 -  2018) 
    Main duties:
· Perform work assignments and related clerical duties accurately with an eye for details.
· Organising and storing paperwork, documents and computer-based information.
· Organize and schedule meetings and appointments.
· Provide general support to visitors.
· Provide information by answering questions and requests.
· Write letters and emails on behalf of other office staff.
· Handle sensitive information in a confidential manner.
· Maintain polite and professional communication via phone, e-mail, and mail.


· British council as invigilator/ administrative support , Sudan.(April 2018- Present)
Main duties:
· Invigilating different exams (IELTS, placement tests for adults and young learners, IGCSE and Cambridge checkpoint).
· Support teaching center with various administrative duties.
· Support teaching center operations, including but not limited to (customer communications, registration sessions, resource management, scorecards and registration surveys).
· Check students IDs and confirm their payment
· Support the administrative work in the teaching center.
· Support the customer service desk by giving information's about English courses and exams.


 
· freelance real estate agent (2017- present)
Main duties:
· Present purchase offers to sellers for consideration.
· Act as an intermediary in negotiations between buyers and sellers, generally representing one or the other.
· Compare a property with similar properties that have recently sold to determine its competitive market price.
· Advise clients on market conditions, prices, mortgages, legal requirements and related matters.
· Promote sales of properties through advertisements and social media.
[bookmark: _GoBack]Skills:
· Excellent commandment of both Arabic and English languages.
· Ability to work with Microsoft office applications.
· Strong team player and strong decision making skills.
·  Excellent attention to details.
· Excellent time management.
· Desire to help others.
· Excellent communication skills.
· Dynamic, passionate and flexible.
· Ability to work well under pressure.

Training courses:
· Member of Institution of civil engineers, UK since February 2014.
· I represented my class at university of Bolton students union (2012-2014).

Note:
· I had UAE residence permit (2012-2014).
· I had Qatar residence permit (1999-2016).
· I have a driving license.


Referees contact information:
1. Lekshmi Rajesh  (lr1rak@bolton.ac.uk)
2. Amro Atabani  (amro.atabani@sd.britishcouncil.org)

