Shimaa Abbas Adam Ahmed
Sudan-khartoum - west Soba
  5th October 1992
NO: +249118511270-+249918101475
Email shimaa510abbas@gmail.com


Personal summary :
A highly competent ,motivated and enthusiastic  with experience of working as part of a team in a busy office environment .Well  organized and proactive in providing timely, efficient and accurate administrative support to office managers and work colleagues. Approachable, well presented and able to establish good working relationships with a range of different people. Currently seeking for a suitable position with a reputable and ambitious company .
skills:
· Strong organizational ,Financial , administrative and analytical skills.
·  Excellent spelling, proofreading and computer skills. 
· Excellent working knowledge of all Microsoft Office packages.
· Fluent in Arabic and advance English speaker. Willing to learn a new languages.

Education:-
· 1- University of Gezira Bachelor of economic and rural areas - Specialist of Business Adminstration  (2010/2014).
· 2- High diploma in business adminstration -University of Gezira 2014-2015
Training history:-
· Bank of Sudan  trained all department at bank 
Working Experience:- 
1/ Sales & Admin in a private store 
· Greet and direct customers
· Provide accurate information (e.g. product features, pricing and after-sales services)
· Answer customers’ questions about specific products/services
· Coordinate and maintain records.
·  Typing document and distribute memos.
·  Managing office and following schedules.  

2/ Finance & Adminstration in City Mall -gezira wad medani -2017/2019
   Duties: 
· Verifying the accuracy of financial documentation received & all disbursements are supported by receipts.
· Check and scrutinize invoices for accuracy.
· Managing bank and cash and finalize monthly bank and cash reconciliations.
· Set client fees and adjust fees as needed.
· Review and observe department budgets
· Assist with the collection and management of client account balances.
· Prepare ,analyze , budget, develop quarterly report and monitor 
3/Sales and public realtionship in City Mall wad medani -2016/2017
· Establishing and maintaining relationships with consumer, community, employee, and public interest groups.
· Writing press releases and other media communications to promote clients.
· Planning or directing the development of programs to maintain favorable public and stockholder views of the organization's agenda and accomplishments.
· Coaching client representatives in effective communication with the public and employees.
Reference :

 1/Name:Safa Mohammed Suliman 
NO:+249119626169
Position: Manger of store 
safsaf75@gmail.com

2/ Abu Suifian Abdelnabi Makrenga 
NO: +249918173722
Position; Owner of the Mall 
Makrenjasufian@gmail.com


	

