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Graduated with honors from the Diploma in Law program at Princess Nora bint Abdulrahman

University. Worked as a legal secretary at the Zakat, Tax and Customs Authority, and currently at a
About Me law firm. | have administrative and organizational skills, writing and editing skills, analytical and

problem-solving skills, communication and interpersonal skills, and technical skills.

| am a social and cooperative person, persuasive and have a strong presence, and | am curious and

love to learn.

| believe that | have the skills and experience necessary to be a successful lawyer.

Zakat, Tax and Customs Authority 2023
Trainee / 3 Months

Litigation/Direct Taxation
e Experience:

o Representation in tax disputes
Appeals against tax assessments
Classification of items for tax purposes
Analysis of tax decisions

o o o o

Preparation of exchange notes regarding tax matters
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Currently working

e legal secretary Login to the Najiz website, submit complaints

Log in to the Najiz website, submit complaints

e Submit agencies, submit sub-agencies, follow up on agencies and notify the company of agencies that are about to expire to take the

° necessary action and renew them before they expire if necessary
Expe rlence Submit agencies, submit sub-agencies, track agencies and notify the company of agencies that are about to expire to take the necessary action

and renew them before they expire if necessary

e Arrange the calendar and write a memo in the calendar (date, time, data, notes about the case with the identification of the concerned
parties), case reviews

Arrange the calendar and write a memo in the calendar (date, time, data, notes about the case with the identification of the concerned parties),

review cases

¢ Write agencies and clients with the date of issuance and expiration, names, and attach the power of attorney file

Write agencies and clients with the date of issuance and expiration, names, and attach the power of attorney file

e Apply for enforcement requests and submit an application for procedures on them

Apply for enforcement requests and submit an application for procedures on them

¢ Open sessions in Jah and add cases

Open sessions in Jah and add cases

¢ Weekly reminder on the group sent at the end of each week containing the sessions of the next week and the name of the person who will
attend the session

Send a weekly reminder to the group at the end of each week containing the sessions of the next week and the name of the person who will

attend the session

e Create Word documents to write what | am assigned to

Create Word documents to write what | am assigned to

o Translate permissions and letters in the required form in English

Translate permissions and letters in the required form in English

Secondary King Fahad Academic/London
Education Middle/school Almtagadimah School

university /Law  Princess Nourah bint Abdulrahman University ~ 4.78

Personal Expertise Courses and certificates
Language o Leadership Basics of information technology systems

Arabic o . Administrative leadership
o Communication skills
) Legal aspects of human resources
English — » Discipline Creative secretarial skills

« Solving problems Informational sumlets

Technology entrepreneurship

o Creativity in persuasion skills Creativity in persuasion skills

« Critical thinking Experience in wuffs programs
pmp

° fleXIbIlIty Law tax

e teamwork Data entry and word processing
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