curriculum vitae

To Manager
Dear Sir,

| would fike to forward my application for a suitable positioning
in your esteemed organization. | have perdommed varnous
clencal duties. | believe thalt my academic background and
exparance in varous firms in Sudan and Gulf has equipped me
with good analytic skills and strong commumication abdity, |
have had the chance to work in diverse environmaenis and this
has helped in budding my self-confidence, competence and
maintaining & high standard of my personality and professional
values. My eagemess o leam and commiiment make me 8
determined and diligent worker. | am able o work
independently and take pride in being an achiever. | enjoy
interpersonal  relations and find feamwork genuinely
stimulating. | am enclosing my resume and look forward to the
privilege of maating you in person. Pleass do not hesitale to
contact me for any further information,

Y ours saincanaly,
Salah Mohammed Khatn



Objective
T obtain-a camiet oriented position and responsibiiies and challanging positlon m my damain whane my

euperience accomplishments and my proficiency will allew me the apgortunities for personal and prolessional
grivedh,

Work Experience

1) WAFA FOR CO-OPERATIVE INSURANCE CO.

positian SInSurance F'I:I“l:'p' ISsuance
Aug 2012 - till present

Major Duties Responsibilities :

1. Maodily, updste, and process existing policies and claims to refieci any changs in
benaficiary, amounl of coverage, of lype al insurance

2. Process and record new ingurance policies and claims.

3 Review and varify data. such &8s aga, namo, addrass, and principe! sum and value of
proparty on insurance applications and policias.

4 Correspond with insured or agent ta obiain infarmation or inform [hem accouni S1akus
or changes

& Transcriba daie to worksheeis and entar data info compuiar for wse in praparing
dacumenis and adjusling Bocounis

B HNolify insurance agent and accounting department of palicy cancellalian

7. Interview clients and take their calls in order to provide customer sarvice and obtain
information an claims

B. Compare information irom application o erileria for palicy reinsistamant and approve
reinsiatlemant whan crilefia are mel,

8. Process, prepare, and submit busingss of government forms, such as submitting
applications fof covarage 1o iNsSUrance carriers

10 Caleulate premicme. refunds; coammissiens, AdjusiMments, and nsw FESEfvE
requiremeants, using insuranca rale standards

11.Obtain computar printout of policy cancellations or ratrieve cancallation cards from
il

13, Compose business cofraspandance lar supervisors, managers and professionnls

13, Check somputations of interes! accrued, pramiums due, apd selllement surrender on
lpan values,



2) Tawuniya Insurance Co.

position : Sales Supervisor
Apr 2008 - jan 2012

Major Duties Responsibilitias :

1 Calculate premivms and estaplish payment meihod

2.Call on palicyhaldars 1o delivar and s=plain pelley, |z analyze Insurance program and
suggesl additions or ochapges, ar o chenge benallciarias

3.Confar with elianls 16 obiain and pravide infeimation whan elalms are made on a policy

4 Customize Insurance pregrams 10 sull individual customers. ofien soverng 8 variely of risks
5 Devetop marketing strateghles o compote with other individuels or companies who sell
IBEUTAREE

A Ensure that polisy reguirameants are fulfilled, ingluging any nacesaary medical azaminalicns
and the compiation of appropriate farms

T.Explain festures, advaniages and dissdvanteges of varows policles to promofe sale of
Imsuianee plans

8. Perform administrative fasks, such as maintaining records and handling pelicy rengwals

ACADEMIC QUALIFICATION
Bachelar of Business Administration - Sudan University of Sciences & Technology.

Professional certificates
1. Insurance Foundation Cartificata Exam {(FFCE . Fabh 2013
2. Ganeral insurance Certificate - Cll Apr 2014

Languages
Arabizc ; Fluent . Spokan and Writing
English : Flueni , Spoken and Wriling

SKILLS

* Ezcellent communication abilities and Tull of tact.

= Critieal thinking and logical analyzing skills and acumen,

* High proficiency in analyfical, sfatistical and mathematical ewaluations.
* Belf-motivated, with suprema and loyal dedication

« Aetonighing team working snd bullding skills,




