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Khamis Mushait 

Single

Arabic:

English:

Saudi 

Mahaalomair@outlook.com

Effective 
communication 

Adaption 
in work

Planning and 
organizing 

Teamwork 

OBJECTIVE:

PERSONAL DATA:

LANGUAGES:

LANGUAGES:  

To Join an Organization With a Professional Work 
environment That Work to develop My Skill and 
Make the Most of My Energies and also to 
Become a Better Person to Help Others. 

Arabic: excellent
English: very good

EDUCATION:

Diploma in Law  
King Saud University
GPA: 4.39 out of 5
Graduation year: 2020 

EXPERIENCE:

Executive Secretary in the office of the 
lawyer Dr.Waleed Shirah 
(September 2020 to March 2021)
Supervisor of appointments for the call center 
Department at Sigal Dental Center 
(from December 2021 to November 2022)

Duties and responsibilities in experience :

Proficiency in using Microsoft office programs .
Preparation of administrative forms (circulars and warnings 
- advance and permission - termination of services) .
Preparing and following up Excel spreadsheets for the 
facility's work.
Preparing and directing outgoing and incoming letters.
Recording and saving invoices and financial statements .
Organizing management records .
Supervising the quality of work and following up the 
achievement of employees .

EDUCATION:

EXPERIENCE:

COURSES:

King fasial university 
Bachelor of arts 
English department 
Graduation date: 2022/1/6 
GPA: 3,83 out of 5 

Arabian oud: 
Apr 2019-Nov 2019 
Sales Representative 

King’s college London 
English for healthcare: 4 weeks 

Get the tasks 
done 

Using 
a computer 

Learning and 
self-development 

Time 
management

Maha Abdulrahman Al-Omair


