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OBJECTIVE
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I look forward to obtaining a job opportunity in a professional
work environment where | can acquire new skills, gain
extensive experience, and further refine my abilities. This will
help me achieve my personal goals of advancing in my career
while also contributing to the objectives of the organization |
will work for.
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EDUCATION walell Jogall
» High School Diploma dolell dygili)l
GPA: 85% 7h0 Ja20
Experiences cl pall

Assistant

Saudi Tools and Hardware Company (SAK) for two years

¢ Assisting in guiding and training employees.

« Performing various administrative tasks to facilitate
business operations.

» Maintaining a schedule for meetings and events and
updating it to track activities.

« Developing brochures and presentations to promote
products and services.
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e Welcoming visitors upon arrival and directing guests to the .dwliall
appropriate facilities. asS padl bl Gleis lowd aaall cpalhgoll cilarlel
» Providing instructions to new employees regarding .dahgll wliolgg
company policies and job responsibilities.
SKILLS el jloall
Technical Skills dui6ill culjloall

 Proficiency in Computer Use
e Microsoft Word
» Microsoft Excel
e DataEntry
Personal Skills
e Passion for Learning and Self-Development
 Ability to Work Under Pressure
e Teamwork and Collaboration
» Effective Communication
e Commitment and Accuracy
e Time Management
* Responsibility and Problem-Solving
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LANGUAGES wlelll
» Arabic dujell e
e English dyjdaiNl e



