

	Ruba makki Siddig 
	
	 Email Address
	Ruby.makki@gmail.com

	 Address 
	Khartoum 

	 Phone 
	00249907851703





	Dedicated, focused, organized, and people-oriented, broad knowledge of human resources with more than one year of comprehensive including learning & development, recruitment & selection. Flexible and adaptive team player seeking a challenging position that will allow growth and development in my career.



	WORK EXPERIENCE 


 
-Recruitment coordinator (National service)                                            November 2017  -  December 2018 

 White Nile sugar company :

 Duties/Responsibilities:
-Carry out the recruitment process for filling vacancies.
-Communicate L&D internally (sending training invitations to participants) and externally (communicating L&D needs and schedule with external providers). 
-Advertising and screening resume recording to the job needs. 
-Assist, Prepare, and scheduling interviews with panels and candidates, and all the joining formalities.
-Completing on-boarding process and induction program for new employees.
-Prepare weekly and monthly reports for HR Director. 
Assist in Managing any HR related payments.

	TRAININGS



Kenana sugar company                                                                November 2016 – December 2016
            HR Department 

	TRAINING COURSES



-Central bank of Sudan                                                                                 8th June 2014 – 10th June 2014   
       Central bank of Sudan policies  
-Strategic planning                                                                                               25th April 2017 
       YATAKA LEGEND SDN BHD 

	CORE KNOWLEDGE & SKILL AREA



-Communication skills. 
-Planning and Organizing.
-Workload management.
-Team work .
-Microsoft outlook, word, excels and power point.
-Reports writing and analysis .
-Adaptable & Flexible. 
LANGUAGES:
Arabic    (Mother Tonga) 
English   (Good)
French    (Level A 1-3) 

	PRIZE AND PARTICIPATION WORK 


Ahfad University filed trip                                              November 2014   
Best research in school of management                       May 2017                                                   
      
	EDUCATION



Ahfad University for woman                                              2017                                                      
      School of management studies (General major) 

	REFERENCES



       References are available upon request
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