Mishari Al-Nafie
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Nationality: Saudi

Mobile number: 0543823179

Email: mishari.alnafaei@gmail.com
Address: Riyadh, KSA

OBIJECTIVE

| seek to join a professional team that enables me to develop
my skills, expand my practical experience, and contribute to
achieving the organization’s objectives. I aspire to apply my
abilities in an environment that fosters innovation and
provides opportunities for growth and career advancement.

EDUCATION

e Bachelor’s Degree

- Major: Finance

- King Abdulaziz University
- Graduation Year: 2021

Experiences

Current Employer: Saudi Colors Company

Duration: 07/2023 — Present

Current Job Title: Accounts Clerk

Key Responsibilities:

e Recording invoices, returns, and receipts.

e Preparing vouchers, receiving them, and handling
their delivery.

Previous Job Title: Administrative Assistant

Key Responsibilities:

e  Organizing and managing incoming and outgoing
correspondence and archiving it systematically.

e  Preparing and drafting administrative reports and
documents accurately and on time.

Additional Experience:

e  Experience in Human Resources and logistical support.

e  Monitoring and managing governmental platforms and online
portals such as Mugeem, Mudad, Qiwa, and Fasah.

e  Other Experience: Insurance Officer

Courses

e Cost Management
e Financial and Accounting Functions
e Financial Analysis and Financial Statements

Skills

= Communication with the public

= Proficiency in computer skills

= Proficiency in Microsoft Office programs
= Monitoring government platforms

= Communication with external entities

= Teamwork spirit

= Effective communication

= Ability to work under pressure

LANGUAGES

*Arabic : Native * English: Very Good
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