
E X P E R I E N C E S  

E D U C A T I O N

A C H I E V E M E N T S

L A N G U A G E S

F A T E M A  S A D D I Q  A H M E D  
E X E C U T I V E  S E C R E T A R Y & P R O G R A M M E R  




S O C I A L  S K I L L S  A N D
C O M P E T E N C E S

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)

English  

Arabic

Amr bin Aws St, Alraed, Riyadh 

fatema_g_15@hotmail.com
 

Provides high-level administrative support and
assistance to the Executive Director and/or other
assigned leadership staff.
Performs clerical and administrative tasks including
drafting letters, memos, invoices, reports, and other
documents for senior staff.
Arranges travel and accommodations for executives.
Schedules and attends meetings on behalf of
executives, taking notes and recording minutes.
Receives incoming communication or memos on
behalf of senior staff, reviews contents, determines
importance, and summarizes and/or distributes
contents to appropriate staff.
Performs office tasks including maintaining records,
ordering supplies, and performing basic bookkeeping.
Performs additional duties as assigned by executives.
Performs other related duties as assigned.

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.

able to work and build
relationships with others
effectively

0507934334

native language

speaking, reading,writing

C O M P U T E R  S K I L L S A N D
C O M P E T E N C E S

Office Access,Excel, Word,
Publisher and Outlook

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 

mailto:fatema_g_15@hotmail.com


 
 
 
 
 
 
 
 
 

 

 



 



 
 
 
 
 
 
 
 
 
 
 

 



 



 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 



 



 
 
 
 
 
 
 
 
 
 


