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Yara Mukhlid Al-Harbi
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SUMMARY

I have a strong interest in exploring management roles. I have experience applying management principles to
enhance organizational efficiency and teamwork, and I focus on gaining practical experience. I actively seek
management positions to leverage my skills and grow professionally in a dynamic work

EXPERIENCE

East Education Administration | Medina | Saudi Arabia
Cooperative Trainee | February - May 2022
o Assisted in organizing and managing administrative tasks within the department.
o Handled document processing, filing, and data entry for daily operations.
o Supported communication between departments and ensured timely delivery of information.
o Participated in meetings and provided logistical support for events and projects.
Sama International | Medina | Saudi Arabia
Cooperative Training | June — August 2025
o Supported the Marketing Department by executing promotional campaigns to strengthen brand identity.
o Assisted in carrying out administrative and organizational tasks to ensure smooth workflow.
o Participated in developing social media content and supporting marketing strategies.
EDUCATION

Taibah University | Saudi Arabia

Bachelor’s Degree in Management | GPA = 4.44 with second honors | 2023-2025
o Exploring organizational structures and decision-making processes.
o Gaining expertise in strategic planning and problem-solving skills.
o Managing resources effectively, including financial and human assets.
o Delving into marketing strategies and analyzing consumer behavior.

Taibah University - Community College | Saudi Arabia
Diploma in Office Administration | GPA= 4.88 with First Class Honor | 2020 — 2022
o Learned the fundamentals of office management and administrative procedures.
o Gained proficiency in document processing, filing systems, and data organization.
o Developed skills in effective communication and professional correspondence.
o Applied principles of time management and scheduling for office efficiency.

OTHER

e Courses:

Soft Skills and the Art of Communication | 2024.

Job Search Methods | 2024.

Professional Future: Between Anxiety and Planning | 2024.
Word Processing (Word) | 2022.

Technologies for Digitizing Archival Documents | 2022.
Executive Secretary Series | 2022.

Spreadsheet Programs (Excel) | 2022.

Cybersecurity Basics | 2025.

Introduction to digital library and electronic services [2025

® Technical Skills:

Data Entry & Analysis.

Document Management.
Scheduling & Resource Allocation.
Project Management.

Management Principles.
Documentation & Reporting.
Computer Skills.

Microsoft Office Suite.

® Soft Skills:

Conflict Resolution.
Time Management.
Organizational Skills.
Interpersonal Skills.
Team Collaboration.
O Communication.
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® Languages: Arabic, English.
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