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Phone 00-249-912179442 /912834218
E-mail: maha.alriss@gmail.com

	INTRODUCTION

	
	I have 15+years’ experience held responsible positions in a number of companies specializing in administration work as general, retention and corporate Admin support. I move to very interesting in managements as support services and contract management. My practical experience includes communication and negotiation skills, planning and forecast, ability to adapt communication style, coaching and feedback to the individual employee and management, reporting skills (verbal and written). In addition, I have good experience in planning, budgeting planning, costing and different financial issues. Moreover, in addition to managerial skills I have IT back ground including computer applications.

	PERSONAL INFORMATION

	
	· Nationality: Sudanese
· Other: upon request

	WORK EXPERIENCE

	  
	Oct. 2005 to present: Office Manager Legal Department , Dal Group Co. Ltd
 
1. General office administration.
2. Prepare budget, procurement plan and fleet management and other administrative issue.
3. Maintain and monitor Staff records beside other HR related duties .
4. Follow up the progress of projects overseas. 
5. Supervise and coordinate a transportation plan for staff and respond to staff inquires and transportation issues travel.
6. Provide administrative support to the legal advisor. 
7. General secretarial, receptionist and office based work. Project a professional project image through in-person and phone interaction.
8. Setup accommodation and entertainment arrangements for office visitors
9. Setup and coordinate meetings and conferences and minutes taking.
10. Research, price, and purchase office furniture and supplies.
11.  Organize occasional events.
12. Ensure documentation for all events and projects

Additional tasks:
13. Follow up transfer of shares that acquire by any of DAL Group subsidiaries (at the commercial registrar or Khartoum Stock Exchange).
14. Update all DAL Group subsidiaries records with the commercial registrar.
15. Follow up the registration and update of the Trademarks.
16. Update all DAL Group subsidiaries Commercial agencies with the commercial registrar.
17. Develop and improve operational approaches, compliance and systems, and support all companies staff to build and deliver effective and sustainable interventions. 
18. Assess and recommend improvements to procedures and practices, to contribute to the effective delivery of business support services.

Sept.2000–Oct. 2005 Faculty of Applied Science & Computer  , Omdurman Ahliya University
Secretary 
1. Handling all incoming & outgoing Letters.
2. Organizing & management meetings and taking minutes.
3. Assist the Registrar and represents the university registrar in all aspects of student orientation.
4. Participates in the student management information programs to including testing program result, attend meetings as representative of the university registrar 

	 EDUCATION	

	
	2003-2005 Gazera University 
· MSc.  In Computer Science & Information Technology
1995-2000 Omdurman Ahlia University, Omdurman, Sudan.	
·   B.Sc. In computer science

COURSES:
June 2016: Certificate – ICDL.
June 2014: PMP Preparation Training Course – Milestone Training centre.
Feb 2011: Business Correspondence - DAL Group training centre.
[bookmark: _GoBack]May 2008 : Certificate - Management System & Electronic Indexing - ICQ training Center.

	SKILLS

	
	1. Ability to work on my own or as a team: I can get on with other staff easily.
2. Detailed oriented and able to work independently
3. Excellent communication and interpersonal skills
4. Flexible in demanding situations
5. Ability to meet project objectives within designated constraints.
6. Fluency in Arabic, English, spoken, and writing.
7. Valid driving license
8. Very good in most of computer applications including office software.

	REFERENCES

	
	1. Mahasin Ahmed Bandi.
Senior Legal Advisor – Dal Group Co. Ltd. - Khartoum – Sudan.
Contact: +249 912140496
Email: Mahasin.bandi@dalgroup.com 

2. Mawahib Osman
General Manager - Talent Centre for HRM Training, Consultancy & Recruitment –Khartoum–Sudan.
Contact: +249 912394587
Email: mawahibhosman@gmail.com

3. More references available on request.
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