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Objective

Office Manager with a Gouernance, Risk, and Compliance Officer (GRCO) certificate. Supported by excellent

problem-soluing abilities and supervisory capabilities. Capable of supervising daily administrative processes in

organizations. SRilled in preparing official correspondence with regulatory authorities.

Experience

Office Manager

Saudi Oger Liquidation Alliance
2021 - Present

Office Manager

Unaizah Chamber Of Commerce & Industry
2016 - 2021

Relationship Specialist
Saudi National Bank (SNB)
2014 - 2016

Secretary

Public Prosecution
2011 - 2013

Monitor with database and email programs.

Create and install modern administrative systems, such as record-keeping
systems.

Record office expenses and maintain the budget.

Organize meetings with employees and prepare agendas.

Prepare reports for senior management and prouide presentations.
Update and ensure compliance with health and safety policies.

Oversaw everyday administrative operations in the office.

Coordinated and documented Council meetings, compiled minutes, and
obtained signatures from all members.

Drafted letters from senior management to the rest of the departments.
Participated in administrative committees.

Supervised the creation of new office or administrative systems.

Understood clients' needs and developed relevant plans, as well as
improuved the banR's seruices.

Dealt with clients' issues and offered proper responses to complaints.
Developed relationships to attract clients.

Built clients' trust by providing outstanding clients' services.

Studied competitor institutions and gave recommendations to strengthen
the bankR's position.

Organized and implemented files, documents, and administrative records.
Followed up on the status of any decisions issued by senior management.
Prepared administrative letters for uvarious parties.

Edited and published administrative texts.

Education and Courses | Participations and Achievements | Skills

+ Office Management Diploma « Coordinated and supervised over 30 official « Administrative Coordination
Certificate. matches | Saudi Arabian Football Federation « Strategic Planning

« Gouernance, Risk, and | 2020 - 2022. « Risk Assessment
Compliance Officer (GRCO). « Participated in preparing for the Minister of  Betionaring

» Office WorkR Course.
e Secretarial Course.

Commerce's meeting with investors | May 2021.
 Participated in arranging the Al Sobrah
Conference in the presence of the Minister of | °* Effective Communication

« Emotional Intelligence

Justice | Sep 2018. » Dealing with Obstacles
 Participated in the preparation of the Council « Time Management
of Saudi Chambers meeting Num: 91, which « Team Building

was held at the Unaizah Chamber | Feb 2017.

Projects

o Saudi Oger Liquidation Project.

Languages

¢ Arabic: Native.

« Dealing with the Trillo Program

« English: Professional WorkRing Proficiency.


tel:+966544591119
mailto:musaad.s.m.m@gmail.com
https://www.linkedin.com/in/musaad-almsma-5ba8b8206/

o] a5 lns

oomad| selio m musaad.s.m.m@gmail.com N4

+966544591119

by 2l 331

J> ole &3l 5,085 adl,a] ollgs 93 blally a3y daSemd] Jobuss Bolgd Lo Jols o o
A6 1 olgdl o Asoun I sl ol slas] 5 ssots coluhal) Bsosdl g y1o3l lebasl o Gl bl wier] oS tal

39551 5y Sl aslh ol Al
o Mo 8yls] Aadail Lo lodsaiig dlas dy i) dalas] yghas
il yaall 8,109 Sl lass Lo

Jlos¥] Jpaz S il soll o Ololazz ¥l o a5

ag il oy =l eadis Ll 80N 5y 8 slas]

g 215391 o 4S5 o Ml sl bl s

iSall o dgosdl g Iyl bl 0]

sbas¥lziaz o lemdsis dg) polme slasly didsis pulme Ololaizr] Gt
Slylo¥l i Ll 3 531 o dggoll ozl 4o

Ayl glolll jasy 5 a8 Ll

B aotuadl & )13 of Aol Aalaidl mdg s G151

Auodell Dlods (yawd fdwoliad] Jalasdl slas]y s Mozl Ol L 0
+ 9l dliadl Jolod! g s Mol Mo o Lol

Mol Gimd BN s Ly

Nl 485 Ol Lo solud 8uzr s Mas dods uuds

il 29 (pammd) 10l 58] i85 dus liall Oluwgall dul yo

Loidgedy 1o o Momadly eoslizunelly eslilel] eulais
83103 130 8 y0bo 31153 o i Wl Ao

Agizall olgad] Calia) 0¥l G Llasdl olas)
lgislby iy ¥l pogadl 5,20

alesd] ol 134
o3l-2021

e RO
Byt sl dy | 28,2
2021-2016

b Shas i
S BN gLcaS(I el
2016 - 2014

5y
ol L)
2013 - 2011

st 331 595 pls S3leoyls IS Ll Sl
Sl oYl aslisaoles o | I etSlres das81,ke 30 o 8T G @ &3loY! o] @
sblially al3iYly daS ool 50lgs o .zozz—zozolnrwlsfﬁlnéagdl ol sl
GRCO %lgcﬂ‘ﬂ}gg.uxo;wol.\slgﬁd\f)lﬁmﬁ ° k&d'ﬁ@' A
E 2021 9ol | ¢ yodtwally e
Aol JlosHN5 50 @ L ol)L,alissl e
20 158508 yoall Gtle Gl 5 AS LAl o Ll LS 3l
Al Sl 2018 yuozow | Jusll 133 Gl 7
i : Brecsead P 3L : 4
gogmad] 8l o g Loz olas) 338 L)l o el b
2017 1l 58| 8300 86 % 3 plaallg 91 63, Flodlge Jol=dl o
CA§9J‘8)|.>1 o
Sle gyl Gl o
-%?31&5355‘“2\{)*5"’;3 e Trillo el o o ol o
Ol

iga)l gstuall e solr] iy uloyl axl] @

Pl =)l asll o


tel:+966544591119
mailto:musaad.s.m.m@gmail.com
https://www.linkedin.com/in/musaad-almsma-5ba8b8206/

