
ABUBAKRKAMALAHMEDSAEED

Birthday: 4/11/1995 Nationality:Sudanese

Maritalstatus:single

Residence:TransferableIqamaforSaudiArabia

Driving:Saudidrivinglicense(B)

Address:EasternProvince.

Mobile:+966564821170 Email:abubak.k.s.95@gmail.com

Profile

“Igraduated from theSecond degreein theuniversityclassification oftheSudan
universityofScienceandTechnologyandpreferredthisdepartmentbecauseitshelpsto
dealwithallthedifficultiesthatImayfacetheworkandalsohelpsindecision-making.
Astute Administrative Assistantfocused on optimizing processesto improve data
retrievalandstorageprocedures,reducephysicalstorageneedsandmaintainsecurity
ofallinformation.Skilledinresearchingandresolvingdiscrepancies.”

EducationandQualifications

BSc inSecretarialatBusinessStudiesFaculty-(SUST2018)

Experience

Feb.2021
ToMay2021

AdministrativeSecretary,IbnSinaUniversity
Mydutiesincluded:

 Answertelephoneandaddressescallerquestions&concerns.

 Transferscallstoproperindividual&departmentasneeded.

 Mailsstudentreportcards,brochures&othernecessaryforms.

 Welcomesvisitorsandprovidesdirectionsaroundthebuilding.

 Typesupandcontributestobulletinornewsletter.

 Sortsanddistributesmaildeliveredtooffice.AndMaintains
studentrecordsandfiles

 Usescomputerdatabaseorfilingsystem toupdaterecords.

 Managesandupdatescalendar.

 Providesadministrativesupporttoprincipaloranotherupper-
leveladministratorasneeded.

 Attendsofficemeetingsandtakesminutes.

 Distributespaycheckstostaff.

 MaintainstheofficialUniversitysealandfurnishes
authenticateddocumentstovariousinternalandexternal
organizationsandagencies.

 implementsshort-andlong-rangeorganizationalgoals,
objectives,strategicplans,policies,andoperatingprocedures.

 Performsmiscellaneousjob-relateddutiesasassigned.



Jan.2019
ToJan.2021

AdministrativeAssistant,Rieayaforintegratedbusinessco.

Mydutiesincluded:
Increaseddataqualitybyorganizingandupdatingdatabases
Managedcallsdailyforemployeesusingcallforwardingsystem.
Managedcalendars,modifiedschedulesandarrangedconference

calls.
Assistedincreatingprofessionalfinancialdocumentssuchas

Relievedofadministrativeresponsibilitiesthroughliaison.
Assisttheadministrationinadministrativefinancialand

administrativeaffairs.
Integratedbestpracticeandstandardsinadministrativefunctions

throughtoachieve.
Improvedofficeefficiency,managingclientcorrespondence,

recordtrackinganddatacommunications.
Providedlogisticalsupportforprogrammers,meetingsandevents,

includingroom reservations,agendapreparationandcalendar
maintenance.

Sortedanddistributedbusinesscorrespondencetocorrect
departmentorstaffmember

Courses

2019 PreparingtoManagementAccountingCertificate(CMA)

PersonalSkills

Traininganddevelopment Officemanagement
Newbusinessdevelopment Externalcommunications
Protectinginformation Interpersonalskills
Organizingmails Confidentiality

KeyI.T.Skills

 Introduction&Operation
 MSWord
 MSPowerPoint
 SMACK
 WebApplications

 Windows
 MSExcel
 MSAccess
 MSOutlook
 WebPageDesign

OtherPersonalDetails

Languages: -NativeArabicspeaker -GoodEnglishspeaker

• Excellentwrittenandverbalcommunicationskills.

• Highlytrustworthy,discreet,punctualandteamworker.


