Curriculum Vitae
Amal . F. Seffein
Personal Data:

Nationality: British / Sudanese

Contact Info: E-mail: afseffein@yahoo.com  Mobile Tel: 00974 664 5161
Education:
Degree and Post Graduate Studies:

1997 - Master of Arts
Arabic - English / English – Arabic, Translation Studies.

University of Westminster, London – England
1993 - Updating for Professional Women

University of Hertfordshire, WGC – England

1979 - Diploma in Travel Agency & IATA Airline ticketing

Hotel and Travel training College, London – England

1972 - Post Graduate Diploma in Social Work

University of Khartoum, Khartoum – Sudan

1968 - B.A. in Sociology

University of Cairo, Khartoum – Sudan
Training Courses:
1999 - 2000, Problem Solving and Decision Making

1998 -1999, Understanding Financial Statements

1998 - 1999, Computer Skills

1980 - 1982, Short courses in:
· Company Accounts

· Company Secretary

· Export Procedures and Documentation
Languages:
· Arabic: Fluent ( Mother Tongue )

· English: Fluent

· French: Good
Career History:

2007 - 2008, Media Translation Contract, QATAR.[Open Source Communication]
2000 - 2006, Freelance Translation
1997 - 2000, FORD CREDIT BANK PLC, UK.

Administrator / Credit Analyst (Business Purchasing / Business Proposals)

Purchasing Dept:

· Checking business purchased.
· Coordinator for all the commission queries, re organized the whole administration. process which helped to improve dealer satisfaction with the timely resolution of their queries.
· Handling two ledgers for miss placed sums.
· Handling wholesales company accounts. 
Proposals Dept:
· Checking and analyzing a company’s financial position to decide if credit should be granted.
· Handling credit proposals and risk assessment.
· Submitted valuable ideas that improved the quality of work, increased customer satisfaction and resulted in the saving of a substantial sum of money for the company.
1994 - 1996, IBV MULTIPOWER LTD, UK
Sales / Marketing Advisor
· Dealing with all aspects of Sales, Marketing and Customer Services.
· Dealing with Domestic and International markets, including the U.A.E, Saudi Arabia, Kuwait, Qatar, Bahrain, Jordan and Egypt.
· Representing the company at international conferences and exhibitions.
· Following up contacts and developing networks.
· Issuing press releases and working on catalogues.
· Developing customer services and goodwill.
· Translating data and assisting in customer training.
· Preparing quotations, processing orders, raising invoices, preparing and arranging export documents including permits from the DTI and dealing with associated enquiries.
1988 - 1991, JACKSONS PLUMBING & HEATING, UK
Accounts Administrator
· Pricing invoices.
· Raising credit notes.
· Entering data for purchase and sales ledgers into the computer.
1978 - 1988, ENSERCON LTD, UK

Director: Finance and Administration

· Company secretary in charge of annual returns.
· Maintaining accounts in several currencies, banking and overdraft facilities, letters of credit and guarantee and investments.
· Directly in charge of all aspects of export, including documentation, invoicing and marine insurance.
· Responsible for credit control, collection, legal follow up involving collection in the UK and from abroad and dealing with international financial institutions such as the World Bank.
· Supervising personnel and in charge of expatriate recruitment on contracts to the Gulf and Saudi Arabia.
· Responsible for 35 employees and for the company’s operations in Sudan, Saudi Arabia and the UK.
· Public relations and hospitality for overseas clients. 

1975 - 1978, ENGINEERING & TRANSPORT INTERNATIONAL, SUDAN

Director:  Personnel & Administration

· Responsible for the health & safety and administration of 150 employees engaged in the study of water resources, rural water supplies and on small to medium sized development projects.
1969 - 1975, MINISTRY OF HEALTH, SUDAN

Social Worker and Statistician

· In charge of the United Nations sponsored project of tropical diseases in Northern Sudan.
· Developed extensive experience in childcare psychiatric matters and eye diseases.
1966 - 1969, SUDAN AIRWAYS

Air Stewardess

· Flying limited scheduled flights during university studies and then full - time from 1968.
