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Objective:  
Seeking a Challenging - unsystematic job with high skills and competences that 

guarantees performance, knowledge and experience development. 

 

Work Experience:  
 Office Assistant at SAMASU Medical & Educational Services (October 2020 – Up to 

date). 

- Scope of Responsibilities: Internal purchase (Admin), top Managers Assisting, 

Reports Preparation, e-mails and phone call management, letters writing, 

documenting and archiving them. 

 Office Coordinator at PC-POS Technology Company (February – September 2020). 

 Executive Office Manager at Think Tank ICT Company (October 2018 – January 

2020). 

- Scope of Responsibilities: Secretary/ Assistant, HR & Administrative issues. 

 English Language teacher at an English language Institute in China for kids and adults 

(2018). 

 Chinese Language teaching assistant experience in Confucius institute for level one 

(January 2017 – March 2017).  

 Secretory in Zoomcrete for Ready Mixed Concrete Company (June 2017 – August 

2017).  

 

 

Education:  
February – October 2019. 
Postgraduate Diploma of Business Administration at National University.                                                                                                                       

Higher Studies. cGPA: 3.44 

2011-2016 
 BA honors of Arts of Languages (English & Chinese) from University of 

Khartoum. Date of Award: February 2017                                                  University 

 

 

Eman Seif Alden Osman Mohammed  

28/2/1995 

      00249913550025  

      emanfadlabi@gmail.com 



Training and Qualifications Courses: 

(1) Chinese Course at College of International Education, Sichuan Normal University – 

China, September, 2017 - June 2018 

(2) English Language Course at ADC (American Discussion Club), 1 March - 2017 to 

30 May - 2017 

(3) Chinese Translation Training at Huaxia Chinese Hospital, 15 August - 30 

September 2016 

(4) English Language Discussion Course at EDC (English Discussion Center), 15 

August - 30 October 2016 

(5) English Translation Course at SUNA (Sudan News Agency), 22 February - 13 

March 2016 

 
 

 

 

Capabilities and Skills:  
Computer Skills (Microsoft office).  

Fast learner, Eager to learn and trainable, Creative, Hard worker, Ambitious and 

flexible. 

Good communication skills, leadership skills, organizational skills, & interpersonal 

skills.  
 

 

 

Further Information: 
Current country: Sudan  

ID: Passport P03805016  

Religion: Islam  

Marital State: Single  

Address: Street 63, Al-Nasr Complex, 

Khartoum, Sudan 

I have a driving license and a Car. 

Languages: 

Arabic  

English 

Chinese 

Turkish  

 

 

Reference: 

Seif Aldin Osman Mohammed Mustafa – GM of Zoomcrete Company – 

00249912398548  

Dr. Ali Musa –Business Administration Doctoral holder – Higher Studies 

lecturer at the National University – 00249912231652 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 



 

 

 

 


