FATEMA SADDIQ AHMED

Amr bin Aws St, Alraed, Riyadh 9

EXECUTIVE SECRETARY&PROGRAMMER fatema_g_15@hotmail.com &

EDUCATION

Institute of public Administration

2020 - 2022 | Diploma degree In
Executive secretary
GPA (4.23 OUT OF 5)

Princess Nourah Bint Abdulrahman University

2017- 2019 | Diploma degree In
Computer Science and Information

Technology Path: Programming
GPA (3.39 OUT OF 5)

EXPERIENCES

2022 APR-MAY

A two-month cooperative training as an
Executive secretary at King Khaled Eye
Specialist Hospital.

2022 JUL-DEC

Training (Tamheer) as an Executive
secretary at King Khaled Eye Specialist
Hospital from 15.6.2022 until
15.12.2022.

o Provides high-level administrative support and
assistance to the Executive Director and/or other
assigned leadership staff.

o Performs clerical and administrative tasks including
drafting letters, memos, invoices, reports, and other
documents for senior staff.

« Arranges travel and accommodations for executives.

o Schedules and attends meetings on behalf of
executives, taking notes and recording minutes.

e Receives incoming communication or memos on
behalf of senior staff, reviews contents, determines
importance, and summarizes and/or distributes
contents to appropriate staff.

o Performs office tasks including maintaining records,
ordering supplies, and performing basic bookkeeping.

» Performs additional duties as assigned by executives.

o Performs other related duties as assigned.
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SOCIAL SKILLS AND
COMPETENCES

e able to work and build
relationships with others
effectively

COMPUTER SKILLSAND
COMPETENCES

e Office Access,Excel, Word,
Publisher and Outlook

LANGUAGES

Arabic native language

English speaking, reading,writing

ACHIEVEMENTS

e Awarded first place in Nourah
innovates Competition 2019.

Working as an Executive secretary to the
Director of IT infrastructure Department
helped with :

ISO 20000 Project & ISO 22301 Project
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Graduation Certificate

The Institute of Public Administration hereby certifies that

FATIMAH SADDIQ AHMED

Has been awarded an Associate Degree in
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Executive Secretary

With a grade of (VERY GOOD) and a G P.A of ( 4.23) out of (5)
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Princess Nourah Bint Abdulrahman University hereby certifies that O aa Ml G 8555 puall) Aaaly 2455

Student FATMAH SIDDIQ MUHAMMED AHMAD
ID 1108208487

Has Graduated from College of Community

And has been awarded A Diploma degree
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With GOOD  Grade
And a GPA of ( 3.39 OutOf 5)
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Fatema Saddiq Ahmad

ID No. : 1108208487
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Has completed Training as Executive Secretary BIS 26K i apiallzuad 13
From 03 Apr 2022 to 26 May 2022
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Tambheer Certificate of Training
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15/12/2022 This certificate is awarded to:
Date

Fatema Ahmed

In recognition and appreciation for your outstanding performance and innovative ideas during your
training through the Tamheer program and Cooperative training program for the period from 03/04/2022

To 15/12/2022. Thank you for your dedication. Your outstanding efforts have made the difference

between just being good and being great.

S

Director of IT Infrastructure
Eng. Ahmad Abdulaziz Alanbari
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