Afaf
Alsaleh

HR Professional

About me

HR professional seeking a managerial position where |
can utilize my skills and knowledge to make a
significant contribution to the success of the
organization | join.

Education

Technical and Vocational Training Corporation
Diploma degree in HR Management | 2020

Imam Mohammad |bn Saud Islamic University
Bachelor's degree in Arabic Language | 2017

Languages

English! Very good
Arabic: Mother tongue.

Contact

e Afaf Alsaleh3@gmail.com
® 0507350024
@ Riyadh, Saudi Arabia

lin

Afaf-Alsaleh

Punctuality

Experiences

Alazhar Hospital

HR Supervisor | 2020 - Present

s Responsible of recruiting (Phone screens and
on-site interviews) and completing hiring
process.

e Managing and maintaining online systems and
employee records.

+ Managing leaves (Maternity, paternity, annual
leave, unpaid leave, sick leave).

« Issuing letters such as (Employment letters and
salary certificates).

¢ Responsible for all onboarding and offboarding
process (Contracts, Gosi, insurance, exit
checklist etc.)

Abaad Telecom Company

Data Entry | 2017 - 2020

Courses

Labor culture according to the Saudi labor law.

e Noor system.

¢ Training Of Trainers (TOT).

» Effective leadership and team management.

¢ Financial management and accounting.

¢ Total Quality Management (TQM).

e Executive secretary and smart electronic office
management.

Skills
O i = o =

Teamwork spirit Working under Communication Using Comuter
pressure Skills
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The institute certifies that
Afaf Nasser Ahmed Al-Saleh , Nationality: Saudi
ID. No : 1073550715
Has completed the curriculums
Diploma in Human Resources Manage ment for two years
,In 4 /5/1439 H,21 /1 /2018
and has successfully passed the Comprehensive Exam of the Technical and
Vocational Training Corporation held in 22 /5/ 1442 H,6/1 /2021,
with a grade: Good and an average: 72 %

M\ssued in:\3/& /1442 H,24/\ /2021
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KINGDOM OF SAUDI ARABIA
Ministry of Higher Education

Al-Imam Mubammad 1bn Saud

Islamic University

Deanship of Admission & Registration
Graduation Certificate

AL-Imam Muhammad Ibn Saud Islamic University
hereby;certifies that the student:

ALSALEH, AFAF NASSER A
Saudi Nationality, SSN:(1073550715)

has been awarded a Bachelor Degree of
Arabic Language (Full-Time)

from the College of Arabic Language in Riyadh

with a Grade of "Good"

and GPA (3.27 / 5) (three points & twenty seven out of five)

in the First Semester 2016-2017 on Jan 26,2017

1D.432023857

Date: Jan 31,2017

_.H”uu\\:m.m-:a_::.a._:.m»

Dean of Admission a

Dr. Saad Abdulaziz >_.D:mm_c_
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HUMAN RESOURCES DEVELOPMENT FUND
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CERTIFICATE OF COMPLETION

Doroob Wishes to Congratulate

AFAF NASSER ALSALEH

On Completing the Course

Characters Types

Number of Training Hours: 2

Issue Date: June 20¢ 2020

Wishing You Continuous Success
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CERTIFICATE OF COMPLETION

Doroob Wishes to Congratulate

AFAF NASSER ALSALEH

On Completing the Course

Labor Education according to Saudi Labor
Law

Number of Training Hours: 2

Issue Date: March 30: 2020

Wishing You Continuous Success
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CERTIFICATE OF COMPLETION
Doroob Wishes to Congratulate Juga pwbp ¢jly
AFAF NASSER ALSALEH aJlall b slac
On Completing the Course 6J92 oloil
Problem Solving in the Workplace Joolldiy 8 wlldiiell Ja wljlmo
Number of Training Hours: 4 € :duyjai wlclw aac @dlgy
Issue Date: July 2< 2020 &l @ ylav| mi: I.r. I gulgy
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Technical and Vocational Training Corporation



