 Ghada Omer-Elfaroug Abdelaziz Resume
(Al-Riyad, Khartoum,  Block no.17, House no.18)
Email: gabdelmoniem18 @yahoo.com,  Cell phone : +249-968745815

PERSONAL INFORMATION
Name : Ghada Omer-Elfaroug  Abdelaziz
Nationality: Sudanese
Birth Date: August/1976

EDUCATION
· Primary, Saint Francis School, Khartoum, Sudan 1983-1989
· Intermediate & Secondary, Sister School, Khartoum, Sudan 1989-1995
· B.Sc. Faculty of Economics, University of Khartoum, Khartoum, Sudan 1995-2000
· Intermediate Diploma in Computer Science, Leader Computer Co. Ltd.
Language
     Arabic-English (Fluent)
EXPERIENCE                               
King Faisal Specialist Hospital  & Research Center                             June 2004 
Center for Clinical Research
 Hospital Asst.
Principal Duties:
· Types all forms of departmental correspondence as required.
· Maintains records of technical information, extracted or complete according to a prescribed filing system.
· Assists with the maintenance of departmental correspondence files and other records as required.
· Answers telephone, takes and relays messages, makes appointments and deals with routing queries.
· Performs  other clerical duties as required.
· Follows all Hospital related policies and procedures.
· Performs other related duties as assigned.


Unity High School                                                     Aug 2002 -2004
Office Coordinator
· Receiving the exams from the IDC in Cambridge University.
· Registering the students and placing them for the exams.
· Ensuring the proper arrangement and distribution of the Exams
· Normal daily clerical and secretarial work.
· Supervision of students’ behavior
· Performing any other work assigned to me by boss.

Rubicon                                                                  Sept. 2000 – Jan2001
Secretary
· Typing the outgoing correspondence.
· Receiving the incoming correspondence.
· Reviewing  and sending email messages.
· Responsible for scheduling the meetings and visits of the General Manager.
· Performs other clerical duties as required

Abdel-Moniem Medical Insurance Co.
 Business Support Assistant                                                  Nov 2010 - 2016
· Operation of Telephone Exchange
· [bookmark: _GoBack]Taking appointment for meetings
· Mail/ Invoices Registry
· Filling system
· Any other busines

Oxford School.                                                                                      Sept.2016 – May 2017
· Class Teacher for KG2
· Teaching Math and English
· Teaching Technology Studies for grade 8


 Algawda International school                                               Sep. 2018 - till now
·    Home room teacher for grade 2
·     Math teacher for grade









TRAINING:
· The Sudanese French Bank.                                                                April – May 1995.
· Abdel-Moniem Medical Insurance Company.                                 July98 – May 1999.
· Kenana Sugar Company .                                                                      May – July 1999.
· Shell Company.                                                                                       June – August 2000       




OTHER SKILLS
· Ms.Windows, Ms. Excel, Ms. Out Look, EDP, and Ms.Word
· Typing English and Arabic


List of Certificates



1. B.Sc. Certificate
2. Sister’s  School Certificate 
3. Rubicon Ltd Experience Certificate
4. Unity High School Experience Certificate
5. Computer Science Diploma 
6. The Sudanese French Bank Training Certificate
7. Abdel – Moniem Medical Insurance Company Training Certificate
8. Kenana Sugar Company Training Certificate
9. Shell Company Training Certificate








