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skills within a competitive work environment that
enhances my ability to progress and hone my
skills, as well as finding the right environment to

acquire new experiences and skills.

Education

Diploma in Information Technology and Word

Processing

Experiences

Secretary and correspondent to the Dean of
Admission and Registration

At Taif University in 2010

Administrative assistance

At NCB from 2017 to 2019

Carrying out reports, municipality letters and police letters
Permit letters for maintenance, cleaning and exchange sites
and checks, and follow-up visits of engineers and
technicians to the bank's branches

In addition to supervising and following up the

workers at Al-Yamama Company.

Administrative assistance

In Al-Jeri Transport Company from 2019 to 2021
Work on the work of extracting Aramco cards for drivers
And making port entry permits for drivers and vehicles
belonging to the Zaul program

Office Manager

In Bin Qureiah Company in 2022

Work on issuing and renewing Aramco cards and company
employees And it is practiced to fill out forms and follow
up appointments On Aramco SAP System

Courses

Executive Secretariat Series Course

Computer Application Practitioner Course

World Culture Course According to the Saudi Labor Law

Introduction to Human Resources Functions,
Fundamentals of Leadership Course
Financial Accounting Principles Course

General Accounting Framework Course

Skills

Use of computers, MS Office and search engines
The task of time management and prioritization
Be courteous and well behaved

Ability to perform under pressure

Efficiency in the team

A love of learning and self-development

LANGUAGES

*Arabic : Excellent  * English : Intermediate
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