Curriculum Vitae

1. Personal data:
	Name
	:
	ABUSARA FADUL AHMED EID
	

	Nationality
	:
	Sudanese
	

	Date of Birth
	:
	22/06/1963
	

	Language

	:
	Arabic, English
	

	Social Status
	:
	Married
	

	Present job
	:
	Translator/administrator 
	

	Present Address
	:
	Tele.: 6700455Ext 1354 Mobile:  00966595411711 - Jeddah – Saudi Arabia
	


2.  Qualification & date of graduation:


I have been graduated on August 1986, with 3-year diploma in secretarial from College of Business Studies, Sudan University for Sciences & Technology. The study covered areas & subjects such as; office management, introduction to business, Languages (English, French and translation), Eng. & Arabic shorthand.. etc. 
3.  Training Courses:
Attended different training courses such as: 

administrative affairs and personnel, accounting for non-accountants, introduction of computer sciences and disk operating system, Arab word (Word-Processing system), Arab Write (Word Processing System), Lotus 1-2-3 (Accounting System), Database program, Windows + Arab-write program, Microsoft windows system (Arab Word, Excel, power point) and Introduction in Macintosh Operating System,  and telex machines operation course.. etc.

4.  Experience:
A)  From 24/3/2005 to date - Tech Translator at the General Authority of Civil Aviation –Jeddah  :

The tasks include the following:

· Provide translation services, as example included different types of documents such as letters, budgets, contracts, tenders, feasibility studies, agreements … etc from English to Arabic and vice-versa.

· Revise the Arabic & English texts (linguistic and typographic). 

· Prepare and type letters, minutes, reports.. etc in both Arabic and English .

· Provide office support & assistance to the Technical Publications & Translations Department (TPD)

· Carry out the works of archive and sorting and handling of the incoming/outgoing mail.  

· Sometimes attend meetings of TPD dept. with other Air Navigation departments. 
· Assume coordination tasks between TPD and Air Navigation departments
· Perform other works as assigned.  
B)   From 15/7/1995 to 23/3/2005 Tech Translator at the General Authority of Civil Aviation (GACA) under Dallah Avco company (contracting with of GACA):

        Tasks were same as the above. 

C)  From 21/12/1989 to 14/07/1995 Admin Assist./Secretary at Dallah Al-Baraka:
Joined two companies within the group and assumed many tasks included as example:

Translation, drafting and typing of correspondences, administrative and supervisory works,  custody of petty cash fund, keeping of staff in/out record, procurement of stationery & office materials, follow-up of the maintenance and repair of office equipment, coordination and handling of staff administrative and financial issues with other depts., providing the required support to the Vice President's office manager, and replacing him during vacations, drafting and typing of meeting minutes, coordination and contacts with the applicants for new hiring, and collection of candidates data, examining/interviewing the candidates applying for secretarial /clerk positions, handling and sorting of daily incoming mail, filing and archive work, handling of telephone calls, coordination of business trips, ticketing and reservations, and any other tasks as assigned.

D) From 1987 to 1989 Accounting Clerk/Typist at Al -Rajhi Banking and Investment:
Tasks and duties included different banking activities such as: 

Issuing of checks and money remittances, selling and buying of foreign currencies and traveler checks, settlement of daily transactions, custody and review of check stocks, typing of Arabic and English correspondences, checks and money remittances, and any other tasks assigned.

E) From 1986 to 1987 - Executive Secretary at Afnan Intl. Co.- Khartoum Sudan:
The tasks and duties performed to some extent were similar to the tasks detailed in C above.   
5.  Other abilities and skills:
· Meeting arrangements, minutes taking and preparation of reports.

· Fluency and good command of Arabic and English languages (Fair French). 

· Good Background of accounting, book-keeping and bank transactions.

· Good knowledge of operating office equipment & machines.
