Ahmed Mohamed Abd-Rabo
2 Shawkat St., Giza - Egypt

(002) 01128311922

ahmedmohamed20143@outlook.com

Personal Profile:
Presentable with excellent communication skills, Flexible, enjoy work with a team or within team, Problems solver, arrange plans and excellent fast learner.

Employment History:

Jan.2007 Till now             Faculty of Agriculture - Cairo university 

                         Data Entry- Human resources
Job Description:
I acquired during my years of working in the field of The Administrative Affairs of experiences and still do.

· The preparation of the papers necessary to appoint the new REVISIONIST
· Database administrator college faculty members
· Prepare the necessary papers for the travel of the members of the faculty 
to attend international conferences.
Jun.2013 Till now          Association to maintain Holy Quran
                                                   ACCOUNTANT- Human resources 

Job Description:

· Responsible for salaries.

· Responsible for the presence and the absence of personnel
· responsible for the hiring of the new Employment.
Qualification:

· Bachelor degree of Commerce from Cairo University 2012.

Other certificates:

· English course from NGC.

· Programming course from Plan AGC.

· Accounting workshop at RS financial services.

Additional Experiences:

· Working in management affairs.

· Working in account.

· Planning and organizing many courses.
Skills:

Human Development Skills:

· Communication Skills

· Time Management

· Decision Making & Planning Skills

· Good Team work player

· Self-Confidence

· Can handle work under Pressure

Computer Skills:

· Microsoft® Office 2010, 2007, 2003.

· Microsoft® Windows 8, 7 and XP.

· Internet navigation and Browsing.

Language:

· Arabic: Mother Tongue.

· English:  Less than good.

Reference:

· Mohamed Garhy Mohamed
· Mgarhy@outlook.com
· (002) 01142232220

· Project coordinator at Masr ta3mal initiative in citizenship Microsoft Egypt
