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Summary

Seeking to join a stimulate work environment for career development and growth, and strive to achieve the
objectives of the company in the field of management with motivation and passion by employing my
administrative skills and academic experience.

Education

College of Technology,from the department of Management Technology in the field of Office Management
2018-2021

Experiences

e Solutions by stc (National CyberSecurity Authority project)
customer service
| May 2022 - Present | e K@‘l‘
National Cybersecurity Authority z
-Receive cyber incident reports, register a ticket and rise it to H'm'
the relevant department

e asil alkhayl
. Manager ot ALK,
Jan 2018 - may 2022 s T

- Set up the entire website

- Improving search engines

- Write content

- Solving customer problems
- Solving site problems

- Operation of site services

. Coordinator
Feb 2015 - 2018
- Managing the organization's accounts
- Termination of transactions
- Coordination of meetings and opinions

e Tamheer Program - Saudi Electricity Company F 1056510 A3 gmadl 5,201
Administrative Assistant in Coordination N\ 5ot Elctricy Gompany
Support Dept. | Aug - 2021- Feb 2022
- Coordination for interviews.

- Preparing and coordinating meetings appointments.

- Preparing and writing letters and meeting minutes.

- Follow-up with cooperative training students.

- Working with the team to follow up on the quality program.
- Coordinate celebrations at the activity level.

e Cooperative training - Ministry of Education
General Department of Digital Transformation e
and Information Security | Jan 2021 - Apr 2021 Pl ajlig

- Oracle user.

- Enter management data.

-Submitting employees vacations and follow-up.
-make and receive phone calls.



Training courses

e Excel -doroob | 2021

 Principles of Report Writing - Ministry of Education | 2021

¢ Modern Secretarial and Office Management - Manar | 2021

e Hiding data - Attaa Digital | 2021

« The Key to Excellence and Career Creativity - Doroob | 2021

» Creativity Components in the Work Environment - Doroob | 2021
« Digital Security - Jeddah International Training Institute | 2021

Skills
« Microsoft Office applications + Using good of network « Fast Typing
e Problem Solving ¢ Research and planning * Flexibility
volunteer

| developed and came up with a project idea to motivate employees

the project aims to raise and boost the morale of employees and obtain a motivating and healthy work
environment to achieve the goals and vision of the company and to ensure access to higher efficiency and
effectiveness outputs.
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