        mohamed Ramzan nizam
	Rabiya, Block 1, street 33, house 40, kuwait

	Phone (965) 660-13716 • E-mail ramz2020@gmail.com


	Career Objectives

	
	Suitable and challenging opportunity for dynamic multi-lingual personnel with a great experience in the field of general administration and operations in the Middle East region who can adopt any multi-tasking working conditions effectively and fit into any multi-cultural environment.
Expertise Includes:

	
	· Translation (Arabic <=> English)
· Management Support

· HR & Personnel

· Public Relations

· Teaching Arabic/English as Second Language
	· Administrative & Secretarial Tasks

· Operations Support & Follow Up

· Support Services
· Islamic Finance

· Multi-lingual (English, Arabic, Tamil, Sinhalese, basic Urdu/Hindi)


	Work Experience

	Khorafi Business Machines
Sept. ‘06 – to date
Central Bank of Kuwait
May ‘06 – Sept ‘06
Mubarrad Transport Co.
Jan ‘05 – May ‘06

Part Time

	[Khorafi Business Machines, Sole Distributor of IBM World Trade Company in Kuwait]
[General Administrator & Translator]
· Main Areas of Job Responsibilities Include:

General Administrator: 
· Reviewing of General Terms & Conditions of tenders and forwarding the required portions the management for approval with necessary translations
· Admin and Operation Support for shipment clearance, warehousing, delivery and other logistics

· Preparing of standard forms/templates related to Arabic based correspondence to various public & private sector bodies for the use of secretaries in future.

· Preparing of all types of undertaking forms/letters associated with liabilities

· Handling of all ‘confidential’ issues related to company

· Support services for company assets inventory and follow-up procedures

· Support services for accounts department with Ministry of Finance and tax related correspondence.

· HR Coordinator: As only HR personnel in branch, coordination of all HR related issues between the branch staff and GBM HR Dept. in Head Office (Bahrain)
· Public Relations & Personnel: Timely follow-up and update of employee database, preparing of all required legal forms/documents required for different public and private sector and residence permit related forms, managing of the process tracking system to guarantee timely completion of legal issues.
· Secretarial Tasks: Preparing of all Arabic/English confidential and/or important documents required for the branch, as well as other Middle East based sister companies, providing guidelines for secretaries & supervision, review and approval of important Arabic correspondences drafted by secretaries, handling of confidential and important calls received from ministries to ensure the effective course of action.
Translator: 
· Translation of all contracts and important parts of tenders
· Translation of important documents required for Top Management
· Translation of documents related to government bodies and legal issues
Key Achievements:

· Implementation of PTS (process tracking system) for Public Relations Section
· Shipment Dictionary (Arabic-English database for items imported)
· Setting up the outlines for Employee Database System
· Automation of HR, Personnel & Public Relations Sections (Active role)

· Designing/preparing of number of standard forms, formats & templates required for daily basis operation

· Finalizing number of standard undertaking forms 
[Central Bank of Kuwait]
[Secretary]
· Main Scope of Responsibilities [All Secretarial and Administrative Tasks Required for Department of Policies and Technical Studies – Supervision Sector]

Key Achievements:

· Setting up a proper filing reference system for the department

· Designing of Staff Training Program Follow-Up system for the manager
Jan 2005 – May 2006, [Mubarrad Transport Co. – Mina Abdulla, Kuwait]
[Executive Secretary- Technical and Operations Department]
· Main Scope of Responsibilities [All Dynamic Secretarial and Administrative Tasks Required for Both Technical and Ops. Department (having more than 800 staff and a fleet of more than 600 vehicles),  Translation of Important Documents, HR Coordinator & Personnel Support, Petty-Cash Control for Entire Site, Safety & Security Coordinator]

Key Achievements:

· Setting up a proper electronic filing system for the entire site
· Designing of documentation tracking system
· Setting up security procedures and designing of all necessary forms & formats, safety & security guidelines, gatepasses

· Setting up one-click ‘daily fleet-operation report’ system available for management at any given time

2000 – 2005, [Part Time Work At Different Places During Academic Life]


[in Different Capacities and also Voluntary Teaching]
· DTL (Dar Al-Thaqafa Library), as Admin Support & Procurement Officer
· Bayers Est. , as Secretary and Admin Support

· ICPH (Islamic Center for Physically Handicapped, Sri Lanka), voluntary services during summer holidays 

· Teaching Arabic as Second Language, for different age groups and it is a still on-going voluntary service

	Education

	Post-Graduation
(On-going)
Post-Graduation Professional Certifications

Under-Graduation

High School
	Sept 2014 -  Under Progress, [Kuwait University – Kuwait]

[MA in Translation Studies – Part Time]

· Recently Enrolled and Studying Term 1 - KU- Faculty of Arts, English Dept. - MA Program in Translation Studies and Expected to be Completed in Two-Three Years

July 2011 – March 2012, [Academy for International Modern Studies – Rochester, Kent, UK]

[Master Diploma in Islamic Finance]

· This is Phase II of AIMS’ MBA Program in Islamic Finance, completed with the score 77%

July 2010 – July 2011, [Academy for International Modern Studies – Kent, UK]

[CIFE ‘Certified Islamic Finance Expert, CIB ‘Certified Islamic Banker’]

· CIFE is Phase I of AIMS’ MBA Program in Islamic Finance, completed with the score 85%

*  * Having a good knowledge of Islamic Modes of Financing, Islamic Financing Products
Sept 2000 – Jan 2005, [Kuwait University – Keifan, Kuwait] 

[BA – Linguistics, Faculty of Arts, English Department]

· Completed with Class Honors, overall GPA 3.81 which equals to 96%

Sept 1993 – July 2000, 
[Religious Institute – Religious Education Directorate, Ministry of Education, Kuwait- Qurtuba High School]


[General Secondary Education Certificate]
· This is a Leading Public School in Kuwait in Arabic and Islamic Studies, Achieved First Rank with 94% 

1999 [Ministry of Education, Sri Lanka]

[General Certificate of Education, GCE A/L, Arts Stream] 

· Exam Voluntarily taken and passed with University Entrance Qualifications

	

	Extra ‘voluntary’ activities

	Teaching Arabic for Foreigners

Sri Lanka Student Union of Kuwait

Student Friendship Club

Iqra Islamic Commiitee (IIC)
Kuwait Asian Graduate Association


	Have More than 5 Year Experience in Teaching Arabic For Foreigners at Different Age Levels, (voluntarily and free of charge)
Sept. 1993 – to date, A Senior Member of SLSUK, Had 2 Terms as President and Several Other Executive Roles.

· SLSUK comprises current and old Sri Lankan Students in Kuwait and focus on education and other youth development activities
2003-2005, A Founder Member and Held the Position of ‘Head’ of Social Committee

· Student Friendship Club is the union of all other foreign student unions in Kuwait. Focuses on student welfare and other student based activities.
Sept 2012 – to date, Member of Board of Directors & Head of Executive Committee
[IIC is the Authorized Sri Lankan Community Body at Ministry of Awqaf & Islamic Affairs and Kuwait Grand Mosque Administration Since 1992]

Found in 2013, A Founder Member, Member of Executive Office
[KAGA is an Association to Bring in All Scholarship Based Asian Graduates in Kuwait to Organize the Works for Common Interests of Asian Countries]

· Active Role in Establishing Committee
· Active Participation in Drafting Article of Association in Arabic

· Translation of Article of Association in English

· Drafting of the Organizational Structure and Setting Authorities & Policies

	

	Languages:
· Arabic (Fluent in all areas)
· English (Fluent in all areas)
· Sinhala (native language, Fluent in all areas)

· Tamil (native language, Fluent in speaking, reading & moderate level in writing)
· Hindi/Urdu/Malayalam (Basic interactive level)


	other Skills & competencies

	
	Well acquainted with regular office-use applications, i.e MS Word, MS Excel, MS Power Point, Lotus Notes, Outlook …etc.
Strong analytical skills, leadership and self-motivation and ability to adopt any working environment
Teamwork skill: Having the experience in working in teams with mutual support and understanding with team members



	personal information

	
	· Full Name

: 

Mohamed Ramzan, Mohamed Nizam.




(محمد رمضان محمد نظام)

· Date of Birth
:
07th September, 1977

· Nationality
:
Sri Lankan

Marital status
:
Married and having 2 children, residing in Kuwait

· Other

:
Holding valid transferrabel residence and Kuwaiti & Sri Lankan Driving Licenses


	References

	
	References Available on Request.


