HussamAldienAboAlgasim Omdurman,

Phone:+249997344568
Address:Khartoum, Sudan
Email: alamin2015hussam@gmail.com

IN BRIEF

+ Acompetentandexperiencedadministratorandmanagementassociatewit
hexposureto customer service, inventory control, andarchiving.

+ Goodcomputerandadministrativeskillscoupledwiththeabilitytohandleclients
proficiently and performs well under pressure.

+ Excellentteamworkskillsand
organizationalabilities,dependableandveryambitiousand fastlearner.

EDUCATION

B.Sc., Management Information Systems, Sep 2010, Nile
Yalley University Diploma, English Language, 2011,

Int ti | Institut

Diploma Computer Programming & Maintenance, 2011, VIVARS

Engineering

COMPUTER SKILLS

» Excellent Practical knowledge of MS officepackage.
+ Good knowledge of software and applications including Adobe Photoshop,
Adobe InDesign

EMPLOYMENT

Aministration Officer
PETRA for Ready Mixed Concrete —Jan 2019 - Dec 2019

+ Using a range of office software, including email, spreadsheets and

databases and managing filing systems.

+ Developing and implementing new administrative systems, such as

record management.

+ Develop and maintain a proper filing and archiving system as well as an

inventory database

+ Respond to employees inquiries and resolve any administration-related

problems they face.

. General administration of office facilities and installation activities


mailto:alamin2015hussam@gmail.com

Inventory and transportation Dept. in charge
Middle East Technical Services EST (METS) Saudi Arabia-Riyadh

April2017- Jun2018

* Runs a distribution facility, and deals with shipping companies and freight
brokers to ensure that distribution operations run smoothly new stock as it
comes.

« Coordinating the storage, transportation and delivery of goods.

« Ensure that the right products are delivered to the right location on time and at a
good cost

Public Relation Officer (PRO) in charge
Middle East Technical Services EST (METS) Saudi Arabia-Riyadh Jun 2013
- April2017

. Working closely with teams members to implement policies
andprocedure.
. The Company at locations such as the Police Station, Airport, Hotels,

Embassies, Ministries/Municipalities & other significant Departments
& in accordance with services such as mobile & landline phone
services (connections/disconnections/repairs), mail, and electricity.

. Follow up the validity of company certificates andlicense.
. Buildings rent contract matters as per company need.
. Arrange medical tests, passports, memos, promotional draws and

fine resolution.

Shift S ; astic Dept

Amipharmalaboratories — SudanSep 2009 - Oct2012

+ Record the daily productiondata
» Record the malfunctions, stops and actual operatingtime.
+ Receive the production and deliver the complete product tostores.

PERSONAL INFORMATION

Birth date: June 29, 1985
Nationality: Sudanese
Languages: English, Arabic
Marital Status: Married

LANGUAGES

« I am a Native ArabicSpeaker.
+ I speak, read and write English verygood.



METS

Middle East Technical Solutions Est. P [ VESTR WPy Sl o1 W ¥
R.C.C. Membership No. 134688 WEVAA o jLonid) R pall Auguae of
05/07/2018

EXPERIENCE CERTIFICATE

This is to certify that Mr. HOSSAMUDDIN ABO ALQASIM AL, Sudanese
national, holding passport No 3057085, worked with Administration
&logistic department as Public relations & transportation ,inventory
in charge since 29/06/2013 till 29/06/2018.

During this period we found him honest, we wish him all success in his
future career

This certificate has been issued to him upon his request for what so ever
purpose it may serve him without any responsibility on Middle East
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