RAWAN ALQARNI

OBJECTIVE

To make every effort to reach the best centers and the
highest level by operating my skills and energy in my work
and to reach my goal and the position that | aspire to reach.

IMAM ABDULRAHMAN BIN FAISAL e Basics of information security |[2020. EASTERN REGION (DAMMAM 32265 E
Institute of Public Administration, 3 hours. -3881)
UNIVERSITY, COMMUNICATE o value added tax [2020.
DAMMAM COLLEGE. Institute of Public Administration, 2 hours, 20 min.
e Administrative leadership |[2020. QARNIRAW@GMAIL.COM n
BUSINESS ADMINISTRATIONS, Ié\stitute of Public Adminizs(t)rzasion, 2 hours, 48 min.
FINANCE TRACK e Budget management | .
. Institute of Public Administration, 3 hours.
e Building Startups [2019. RAWAN-ALQARNI-BB9506140 D
GRADUATE YEAR 2020. Imam Abdulrahman bin Faisal University, 2 hours.
e Leadership and supervision skills |[2017.
. SEa!té(gIEmcet;gTizcolily\./ersity & Doroob, 2 weeks. 055 998 9021 &
o HUan e OUFME A etnant " FoT ecks:
Saudi Electronic University & Doroob, 2 weeks. 6 OCTOBER 1998 -(23 YEARS) @
SAUDI ARABIAN AMIANTIT e MICROSOFT pFFICE . SAUDI SOCIETY FOR HELTH
COMPANY | have course certificates in Word, PowerPoint, ADMINISTRATION.
FINANCIAL DEPARTMENT Outlook and Excel from Doroob. From 05/09/2021

e EXCELLENT UNDER PRESSURE.

FROM: 30\06\2019

TO: 25\07\2019 e TEAMWORK/LEADERSHIP.

HOURS: 180 e PUBLIC RELATION.

e FAST\SELF-LEARNER.

EXPERIENCE

EVENT (INTERNATIONAL ARABIC
LANGUAGE DAY).

Tarahum Association, 3 hours.
PROGRAM “HYPERACTIVITY
DISORDER AND ATTENTION
DEFICIT: IMPROVING EXECUTIVE
SKILLS”.

KREANESSRURAR RS BORCEs

Dhahran General Hospital, 30 hours.

ADMINISTRATIVE CLERK

FIFTH DIMENSION INVESTMENT HOLDING CO. LTD.

e government websites ( MCl, MOI, CHAMBER, ABSHER).

¢ Health insurance (addition, deletion, claims)

¢ Booking (flight, hospitals, vaccination)

e Answering telephone inquiries from customers

¢ Maintain office files (hard copies, soft copies)

e Writing letters and emails

e Working on a lJAR site (creating residential/commercial contracts, issuing receipts)

FROM

22/11/2020

TO

21/11/2021

e Working on the real estate basis program (data entry, payment registration, printing of rent claims)

ASSISTANT MANAGER
NAWADER ALATFAL FOR CHILDREN'S HOSPITALITY.
e Coordination of management appointments

e Writing reports and forms
e Writing work contracts
e Regulating entry and exit

FROM
9/2020
TO

10/2020
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