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1- Personal Profile. 
 Qualified and skilled manager looking for opportunity to secure position in the interested sector where can be able to apply the experience. Has experience of administration, Public Relations, Logistics, and General Services including commercial. Specialist in administrate Management and businesses. Have a perfect knowledge of Arabic working environment office. Command over English and Arabic plus knowledge of computer especially, Microsoft Office (MS Word, Excel, and PowerPoint) Excellent Social and Communication Skills. 
 Accomplished professional individual works competently and. Analytical and problem solving abilities. working well under pressure and effectively liaise with individuals at all levels. I pro-active approaching to work efficiently within a team environment, and the ability to think logically to introduce exercise at all times. Self-discipline, who committed to provide professional service and combines with excellent communication skills,
Possesses Leadership capabilities and able to lead team spirit and affordable. Dynamic and adaptable to variety of people’s situation.  Additionally, strong organizing team work and planning qualified. Understanding of different business environment with variation of interests in different countries. Adaptability to multi-cultural working environment to build, foster and manage relationship with key stakeholders effectively. Availability and adequacy of current and accurate information.
2- Key Skills & Achievements 
8 years’ experience as Administration Executive, General Services, and Public Relation for Petronas Sudan office & TECHINT-SAIPEM JV contractor for the Muglad Basin Oil Development Project (Argentinean and an Italian Companies) General Services, which is included (Logistic, Transportation, Public Relation & Custom Clearance) for Higleig Petroleum Services & Investment. Admin. Manager for PETRONAS-Sudan Branch. In Sudan, unlike other countries the practices as employer that gave me more experiences in different types of job for installation & Constructing of Crude Oil Storage, and Pipeline for Crude Oil, Multi Products Pipeline and Petroleum Miscellanies and Petroleum Services (Overseas Companies, contracts, Regulations and registration).








3- Career History 
	Date
	Job Title
	Origination
	Duties

	2004 - 2007
	Librarian
	Petronas Sudan office
	One of the PETRONAS Corporate Social Responsibility (CSR) Projects in Khartoum State serving the Basic level School with the objective to encourage reading habit and the use of English language among the school children.

	2007 -2008
	Finance & Accounts assistant
	Petronas Sudan office
	-Filing for account document work, Follow up on accommodation Claim.
-To verify all requests of payments, staff claims / invoice from suppliers are in order and supporting documents are attached.
-Monitor staff claims are made on timely manner for any advances taken. Staff claims should be submitted within 1 week of returning from business trips. To frequently issue reminders and call staff concerned.
-Prepare OCOLA cheque
-Prepare request of payment, cheque and Telegraphic Transfer and get authorized signatory to sign. Inform staff /suppliers that cheque is ready
-Arrangement of banking day on 26th & ocola cheq.
-Handling petty cash and replenishment for petty cash.
-Prepare debit notes for accommodation claim and do follow up.
-I cashed the cheque on behalf of our heads and staff from the bank.


	2008 - 2012
	Public Affairs  Logistics, General Services & Administration Executive
	Petronas Sudan office
	-Process and arrange the procedures of Entry Visa in Sudanese Naturalization and Immigration Affairs;
-Apply and processes registration of Passports for New coming Overseas Staff at Immigration Department;
-Apply and request Labour Cards at Labour Office;
-Apply and complete the process and procedures for Resident, Extension, Exit and Re-entry Visas and other immigration procedures; at Immigration Department;
-Meet and receive Expatriate Staff on Arrival at Airport and arrange their Accommodations in hotels or company’s accommodations;
-Arrange and supervise Arrange (Domestic and International booking at Airlines).
-Supervise and the Relationships between Local Authorities and Company;
-Accompany Expatriate Staff on their Departures at Airport; 
-Managing & supervise educational programs (University Technology PETRONAS’s scholarships) this program offered by PETRONAS every year to Sudanese students for post graduate & under graduate and company chooses students from the main Governmental Universities (Khartoum U. Juba U. Sudan U. and Gaze era U. and sends them to UTP. in Malaysia.
-Supervise and arrange the Staff transportation (renting cars).
-Renting Accommodation and other facilities.      


	2012 - 2014
	Team member Supervisor 
	Costa Coffee
	A variety of tasks from serving customers, making Costa drinks and great coffee to brand standards, ensuring a consistent supply of equipment and products, to exceed a customer’s expectations. Part of my work involved working in the dining area to ensure that everything is clean and tidy. Handling money and operating the till make the ordering from suppliers; Work involved helping the team member to serve customers at the Best quality.                      


	2018 -2019
	Support worker
	VCS 
	To provide personal and practical care services for people with a Wide range of illnesses and disabilities          




4- Education & Training
	Date
	Qualification
	Institute
	Grade

	1992 - 1996
	Bachelor in Accounting
	Omdurman Islamic University
	Very good

	6 - 10 Jul 1998
	Computer skills
	Tana Centre for Computer
	Excellent 

	6 – 7  Oct 2004
	Interactive Learning for Librarians      

	PETRONAS Management Training PERMATA-Malaysia
	

	21 -23 Feb 2005
	21st Century Professional Office Administrator
	PETRONAS Management Training PERMATA-Malaysia
	

	1-2 April 2005
	Writing Solution Workshop
	PETRONAS Sudan Operation 
	

	11- 14 Sep 2006
	Achieving Your Aspiration
	PETRONAS Management Training PERMATA-Malaysia
	

	5 – 20 Nov 2007
	Contributions in the PETRONAS Debate & Quiz Trophy           
	Rebat Centre for Conference
	

	7 8 Dec 2008
	Participated in the programme Team-Building
	Friendship palace Hotel-Sudan
	Participant

	26 Mar 2009
	Completion of time management: Overcoming time                                  management challenges 

	PETRONAS eLearning solutions-Sudan
	

	25 – 26 May 2010
	Participated in the programme Communication in Action
	PETRONAS Management Training PERMATA-Malaysia
	Participant

	27 -28 Jul 2011
	Participated in the programme Business writing skills & Problem solving &                                    Analytical thinking


	PETRONAS Management Training PERMATA-Malaysia
	Participant

	2016-2017
	Business Administration Level 3
	Tutelage College Ltd Liverpool
	



5- Contact Information
· Date of Birth: 21/09/1972
· Place of Birth: Khartoum, Republic of the Sudan
· Address: 35 Telford Street, Riverside, Cardiff, CF11 6EH
· Contact Numbers:  Mobile+447808816339
· Email:suliman_1972@hotmail.com

6- Hobbies & Interests
In my spare time I enjoy reading, jogging, swimming, volleyball and watching football. In my spare time I enjoy keeping fit, watching TV, keeping up to date with current affairs, surfing internet and listening to music. I also enjoy travelling and I have visited a variety of a world country, enabling me to know more about other cultures. 

7- References 
Upon requested 





How do you handle conflict?
“I actively readjust my attitude during a conflict situation. This means that I strive to listen to the other person's point of view without becoming defensive by listening to what the other person has to say, without interrupting. I also attempt to move the confrontation to a private space to avoid further complications. To solve interpersonal conflict, I’ll let all parties talk about their interests or the WHYs behind their positions. And they must share their true interests and work together to find a solution that satisfies those interests. Open communication is key in a dispute. Talk directly to the person with whom you have the problem. Assuming that there is no threat of physical violence, and talk over the options, looking for solutions that benefit everyone. End with a Win-Win Solution. I always follow these Tips to Managing Conflicts between Co-worker’s as well.

· Upend expectations by starting the meeting on a positive note and meet together with both employees.
· Follow up with more meetings
· Identify the issues. Be clear about what the problem is
· Relax, breathe and reduce tension
· Get involved sooner, rather than later
· Implement Conflict Resolution Training.
· Remain objective rather than finding fault
· Agree on contingencies, monitoring, and evaluation



What are your goals for the future?

One of my life goals is to gain valuable industry knowledge and experience. As this is an entry-level position, I hope to work for the company to gain new skills and develop an idea of how I can contribute to the organization. My long-term goal is to achieve bigger and more challenging goals so that I can assess my abilities. I plan to shape myself during this initial time so that I am ready to achieve bigger goals later. Although I've been in this field for a while now, I haven't been able to tap into a skill set by acquiring a new skill, enhancing my networking abilities, interning with a large company to gain experience, starting my own business or improving my sales numbers or productivity. Get a degree or certification, switch careers, or become an expert in my field. I would like to have a good career in an international company (like Aramco, ExxonMobil or shell), and grow both personally and professionally. My goal is to become an excellent financial analyst, and to pursue a career in this field. Also my goal is to be a part of a successful team, and to play a vital role in the success story of my employer.
Tell me about the hardest decision you have ever had to make?
[bookmark: _GoBack]I like to gather as much information as possible to aid in my decision, but I also consider how much time is available to me. Sometimes a decision needs to be made quickly, even if all the information can't be gathered, so I weigh time versus information. Probably the hardest decision I've had to make was when I moved from my country, in order to pursue a better future. I had great ties with my family, and I enjoyed everything about our place–local community, nature, freshness of air, and the way of life. But I also couldn’t ignore other things–the ever-present poverty, the environmental issues, and the negative outlook of the future in my native city. Leaving the country and applying for a scholarship at the foreign university was definitely a very difficult decision to make, and I carefully considered all pluses and minuses, not only in terms of my happiness, but also in regards to the well-being of my parents, the local community, etc. At the end I came to a conclusion that I’ll be able to do more for them once I have a degree, once I earn a decent living somewhere else. I just had to sacrifice something for a better future. And I did it by joined University of Wales Trinity saint David.

Do you consider yourself successful and why?
I feel successful when I meet my short term as well as the long-term goals. I try to achieve the set goals and work hard as much as I can. I try to reach those goals and achieve the desired outcome. I want to recognize myself as someone with a progressive attitude who does his best and gives 100% to attain goals.  To me, success is not just my personal achievements but also by the efforts of the people around me, I do consider myself successful. Because I always go above and beyond for my clients, and also of my ability to get along well with others, including employers, staff, and clients. My friendly personality, coupled with my ability to communicate effectively, helps me establish relationships and achieve results, particularly in team projects. Yes, I do consider myself successful. I think my willingness to take on new challenges and work hard sets me up for success. For example, I volunteered to manage a project for my local community, which involved managing 15 staff members. I had never managed such a large staff before. However, due to my hard work, effective communication, and clear goals, I effectively managed the team, and we completed our task ahead of schedule. 
What motivates you?
I like challenging myself and advancing on a personal level.  It's changed my confidence level and my entire life, not just my career, and this continues to keep me motivated and get me through tough days or days where things don't go my way. I’ve always found that I do my best work in a creative environment where I’m able to think openly, I am motivated by meeting set targets within deadlines, as it gives me a sense of accomplishment and it's something that I can look back on and say "I achieved that". Love collaborating and achieving big things as a part of a team, and that's what drives you to do your best each day. I'm also motivated by visible results as follow: 
· Mentoring and coaching others
· Coming up with creative ideas to improve something, or make something new 
· Spotting flaws and errors so as to make sure the end result of a project is as good as possible 
· Leading a team to success 
· Analysing complex data in order to draw clear and simple conclusions 
· Working well as part of a team
· Finding a way to solve a problem, or overcome a challenge 
· Completing a difficult project, and seeing it through to the end

