OBJECTIVE:

| am looking to developing my professional
career in various fields, and | seek to work for a
leading company, within a professional team, to
highlight my capabilities and expertise, to
develop my professional skills, to gain new
practical experiences, and to obtain
responsibilities and tasks in various fields that
contribute to raising my job performance at
work.

EDUCATION

¢ Diploma of Executive Secretary, GPA: 451 out of 5,
grade: excellent.
o Institute of Public Administration

EXPERIENCE:

e Cooperative Training at Imam
Muhammad bin Saud Islamic University
from 9/4/1443 to 19/5/1443

COURSES:

e Executive Secretary and smart office
management.

e Effective leadership and team

management.

Financial and accounting management.

Train the trainers.

Total Quality Management.

Administrative coordination.

e Creative secretarial skills.

e English language.

LANGUAGES:

e Arabic language 00000
e English languageQ O O O
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Excellent at using the computer Integration finding solutions
and Microsoft Office
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Text processing in teamwork

Arabic and English
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https://context.reverso.net/translation/english-arabic/grade
https://context.reverso.net/translation/english-arabic/excellent

