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Layal omar ghuniem

ADMINISTRAIVE CONTROL MANAGER

Experienced Administrative Control Manager with expertise in monitoring
compliance with internal policies and regulations, evaluating administrative
performance, identifying gaps, and enhancing operational efficiency. Skilled
in preparing detailed audit and compliance reports, ensuring administrative

discipline, and recommending improvements. Recognized for strong
leadership, confidentiality, and problem-solving skills.

PROFESSIONAL EXPERIENCE

ADMINISTRATIVE CONTROL MANAGER
AL HAMRA PLASTIC FACTORY | 2025

e ENSURED ACCURATE IMPLEMENTATION OF INTERNAL POLICIES AND
PROCEDURES.

MONITORED COMPLIANCE OF DIFFERENT DEPARTMENTS WITH REGULATIONS.
EVALUATED ADMINISTRATIVE EFFICIENCY AND EFFECTIVENESS.

OBSERVED WORKPLACE BEHAVIOR AND ENFORCED PROFESSIONAL ETHICS.
PREPARED PERIODIC COMPLIANCE REPORTS FOR SENIOR MANAGEMENT.
PROVIDED RECOMMENDATIONS TO IMPROVE PERFORMANCE AND REDUCE
VIOLATIONS.

PROCUREMENT SPECIALIST
Al Hamra Plastic Factory | 2025

e RECEIVED AND ANALYZED PURCHASE REQUESTS, ENSURING QUALITY OF PLASTIC
GRANULES.
RESEARCHED AND SELECTED RELIABLE SUPPLIERS.
EXECUTED PURCHASING PROCESSES AND FOLLOWED UP ON SUPPLY AND
DELIVERY.
MAINTAINED PROCUREMENT RECORDS AND REPORTS.
EVALUATED SUPPLIER PERFORMANCE.

MARKETING & SALES SPECIALIST
AL HAMRA PLASTIC FACTORY | 2023

e ACHIEVED SALES TARGETS AND BUILT STRONG CLIENT RELATIONSHIPS.
e PREPARED REGULAR SALES REPORTS AND PERFORMANCE ANALYSES.
® FOLLOWED UP WITH CLIENTS TO ENSURE SATISFACTION AND RETENTION.

SALES REPRESENTATIVE
TESALY ALKHAIR | 2023

® ASSISTED CUSTOMERS WITH PRODUCT INQUIRIES AND PURCHASES.
e COMMUNICATED EFFECTIVELY WITH CLIENTS OF VARIOUS NATIONALITIES.
e DEVELOPED CREATIVE MARKETING TECHNIQUES TO BOOST SALES.

ASSISTANT MANAGER (INTERNSHIP)
PRINCE SULTAN CENTER FOR DISABILITY | JUN 2022 - AUG 2022

MANAGED ELECTRONIC SYSTEM OPERATIONS.

FOLLOWED UP ON TASKS AND DIRECTIVES.

COORDINATED CORRESPONDENCE BETWEEN DEPARTMENTS.

ASSISTED IN TEAM MANAGEMENT AND ADMINISTRATIVE COORDINATION.

SALES REPRESENTATIVE
AL BARDISI SWEETS | 2018

® ASSISTED CUSTOMERS AND FULFILLED THEIR NEEDS.
e DEVELOPED PERSUASIVE MARKETING STRATEGIES TO DRIVE SALES.

CONTACT INFORMATION
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@ Medina, Saudi Arabia

SKILLS

STRATEGIC PLANNING & ORGANIZATION

REPORT WRITING & DOCUMENTATION

EFFECTIVE COMMUNICATION & INTERPERSONAL SKILLS
MONITORING & EVALUATION

CONFIDENTIALITY & RELIABILITY

COMPUTER PROFICIENCY

LEADERSHIP

ABILITY TO WORK UNDER PRESSURE

EDUCATION

Bachelor of Business Administration - Management
Information Systems
Taibah University, 2022

COURSES & TRAINING

INDUSTRIAL MARKETING & B2B SALES
SIX SIGMA METHODOLOGY

DIGITAL ARCHIVING TECHNIQUES
INSTITUTIONAL EXCELLENCE
INFORMATION SECURITY

WEB APPLICATION DEVELOPMEN

ACHIEVEMENTS

CERTIFICATE OF APPRECIATION FROM PRINCE SULTAN

CENTER FOR DISABILITY, MEDINA.
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