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CONTACT

Phone
+966 533229228

Email
Talammll@hotmail.com

Address
Medinag, Saudi Arabia

ID Number
1117429769

Date of birth
15/07/2002

SKILLS

¢ Proficiency in using programs
(Access - Excel)

¢ Thinking outside the box

e Computer skills

¢ sense of leadership

e Adaptation

¢ Flexibility

e Tact

e Time management

e Solve problems

e Accurately complete tasks

¢ Fastlearning

e work under pressure

¢ Social intelligence

¢ The initiative

¢ Communication skills with different
personality types

¢ Ability to identify and solve
problems

¢ The ability to work individually or
as an active member of a team

VOLUNTEERS

King Salman City

(Madinah General Hospital Medical
Reports Department)

for 3 months

CV RESUME

OBJECTIVE

Joining a professional work environment that enables me to develop my skills, strive
towards a better future, gain more experience in my field of work, and form a spirit of
teamwork in me and implant it in my work team so that we can keep pace with
recent developments in business and be able to rise to the top.

EDUCATION

Executive Secretary Diploma
Institute of Public Administration
GPA 4.57 out of 5 (Excellent grade)

WORK EXPERIENCES

Trainee
Prince Muhammad bin Abdulaziz Hospital - National Guard
(For one and a half months)

COURSES

¢ Professional email writing from the Institute of Public Administration

e How to plan yourself from the Institute of Public Administration

¢ Time Management Rules from the Institute of Public Administration

¢ Work etiquette from the Institute of Public Administration

e The Challenges of Writing Reports in English from the Institute of
Public Administration

¢ The Five Conflict Management Strategies from the Institute of Public
Administration

¢ How to get a job from the Institute of Public Administration

¢ The best time management methods from King Khalid University

¢ Executive Secretariat from Princess Nora bint AbdulRahman
University

e Microsoft Access skill from the Islamic Economics Club

¢ Meeting Management Skills from Jeddah University

e Executive Secretariat and Office Management from Princess Nora
bint AbdulRahman University

e English skills in administrative work from the Technical and
Vocational Training Corporation

¢ Creative Writing from Technical and Vocational Training Corporation

e Technical and Vocational Training Corporation Meeting
Management Skills

e Creativity in accomplishing tasks from Vocational technical training

¢ Skills of passing the personal interview from King Khalid University

e Professional certificates in the administrative and financial field from

King Khalid University

¢ The skill of dealing with tables in Microsoft Word from the Islamic
Economics Club

¢ The skill of dealing with Microsoft Access from the Islamic Economics
Club



