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Resume
Mashair Mossais ELBushari Habeb

My objective:
To obtain a position where I can maximize my multilayer of management skills, quality a assurance, program development, training experience, customer service, and a success- full track record in.

Personal identity:
Name: Mashair Mossais ELBushari Habeb
Gender: Female
Place/date of birth: Dec.14.1973
Religion: Muslim
Nationality: Sudanese
Place of birth: Khartoum-Sudan-Alneem-Kostti
Marital status: Miss
Address: Khartoum – Sudan-Al-Amarat, street no: 59, house: 11- flat no: 30
Phone: 0962300557
E-mail: leenhadad2025@gmail.com

Education background:

· Passed out primary school from Um-said school in Doha Qatar
· Passed secondary school from El-wakhraa school in Doha Qatar
· Passed high school from El-wakhraa school in Doha Qatar
· Passed BSc. Computer science from Sudanese College for Girl’s in 5/3/2000
· Degree of Graduate: Good

Graduation Project:
· Title: The impact of organizational culture on the successful of the comprehensive of the total quality.
· Major: Total Quality Management
· Grade: B+
· Period: January 1999- March 20001

Office duties & knowledge, skills & abilities 
· Organizing & facilities meeting
· Supplying information from file data
· Fluent written spoken English, typing
· Excellent communications skills
· Sense of human relations & knowledge
· Responsible for controlling & expenses data in computer
· Coordinate with customers & needs requirements
· Feeding of daily receipts
· Prepare various reports required by management from time to time
· Preparation of corresponding as and when required 
· Data gathering
· Marketing activities systems in order
· Method of addressing the problems of the secretariat office management and in accordance with the method of human thinking
· The preparation and drafting of correspondence and reports
· Organize meeting and modern methods in the conservation and information retrieval
· Email etiquette
· Ability to work under pressure
· Operating systems, office, windows and internet
· Handling multiple tasks
· Preferring and liking team offices
· The ability to learn, consistent with the nature of the work
· Working in front offices
· The ability to resolve and manage crises 
· Computer literate.
· Good writing, analytical and problem –solving skills.
· Knowledge of principles and practices of organization, planning, records management and general administration.
· Ability to communicate effectively.
· Ability to operate standard office equipment, computers.
· Telephone system, type writers, calculators, copiers and facsimile machines.
· Ability to follow oral and written instructions.
· Analysis of the feasibility study.
· Implementation of investment operations.
· Conducting marketing research.
· Environmental analysis.

Additional information:
· Possess well versed knowledge of computer in package
· Posses well versed knowledge of computer in Ms office-word, excel … etc.
· Dynamic ,flexible & proactive , Clare summering abilities
· Interest: reading, sinning, travelling.
· Abilities an attitude: ready to work within a team, ready to hard working fast, accurately, have a high motivation on learn and try.
· Have high motivation to be a successful person, discipline, opens minded.

Professional Training experience:
· Company name: Ministry of Higher Education & Scientific Researches
Duration: from 5/1/1999 up to 29/1/2001
Position held: Data Entering & Design Tables & Typing

· Company name: Sunway graphics for arts & products
Duration: from January 2003 end to September 2003
Position held: Marketing & Secretary
Designation: Assistant office

· Company name: Eana Medical & Plan Medical Services co.ltd.
Duration: from 28th February 2008 up to 30th may 2009
Position held: Medical Secretary for General Manager
Designation: Sales Department
            Work Experiences:

· From: 1st January 2011 up to 10th February 2013
Company name: Accurate for Engineering & Contracting Co.ltd.
Designation: Admin Department
Position held: Executive Secretary

· From: 1st January 2013 up to 31nd July 2016
Company name: Sabico Investment company ltd.
Designation: Chief Border & Director General Manager
Position held: Secretary for General Manager

· From: 1st November 2016 up to 14th Dec 2017
Company name: TEKNO Consultancy co. (NCP-National Intelligence & security service (NISS)
Designation: Project Management 
Position held: PM-DC (Project Management. Document Controller)

· From 1st Dec 2017 up to Now
Company name: Seen Flour Milles (Seen Development CO.LTD)
Designation: Human Recourses Department
               Position held: HR-Control (Personnel Affairs Officer)

· References:

(1)Name: Ashwag Haymoor
· Company: Tekno consultancy co.
· Position: Hr Manager, phone no: 0996928793

· (2)Name: Mohamed Seddig ELzain
· Company: Seen Flour Mills
·    Position: Movement and operation follower, Phone no: 0111641329

· (3) Name: Marwa Mohamed Gebril
· Company: Yastabshroon Hospital
· Position: Doctor (Nurse), phone no: 0919714922


The undersigned hereby certificates that all information given in this document is true, complete, and correct.
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