Nawaf Ali Al Hariri

D 0535505502 < nune666n@gmail.com

@ Riyadh

Objective

L

I'm looking forward to working in a competitive environment with the aim of
participating in the development of the facility , raising operational efficiency ,
and transforming challenges into successful projects by exploiting the skills |
acquired in my career in the areas of management and administrative
development .

Education

L
Diploma
Major : Business Administration
Graduation date : 2019

Work experiences
L
2022/1 Until now

Administrative Assistant (Charged to manage the Procurement and

ntracts Department)

At the Institute of Consultation and Administrative Services, Majmaah
University

Functional tasks:

Managing some purse projects, preparing technical offers and following up on
requirements.

Follow-up purchase requests, participate in the preparation of specifications,
and ensure that invitations are sent.

Establishing the Procurement and Contracts Department (preparing work forms
and procedures, activating purchase requests through the system and preparing
a database for archiving) and ensuring existing procurement procedures.

from 2018/10 —2021/8

Social Development Bank

Administrative Assistant to the Executive Director of Procurement and
Contracts

Functional tasks:

Preparing reports and project completion rates

Participation in the project to develop the work environment in the system
Communicate and work with the bank's authorities

Member of the Committee for Opening Envelopes for Social Development
Bank Competitions

Follow up and manage the day-to-day business of the CEO

Coordination and organization of the Executive Director's agenda
Document folder and document archiving

Establishment of office management and contracts

From 2016/7—-2018/9

Senior Administrative Affairs Specialist

Functional tasks:

Supervising and following up the work of the Administrative Communications
Department Supervising reports and completion rates

Supervising the archiving system

7/2015-9/2018

Quality Specialist

Functional tasks:

Develop an electronic archiving system and ensure that data is properly
classified

Submit periodic reports on the extent to which policies, procedures and
business models are implemented

Provide suggestions for study and applicability
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2010/1-2015/6

Administrative affairs management specialist

Functional tasks:

Follow-up of the day-to-day business of management
Archive the required data

Preparing reports and percentages of completion

Participation in the project to develop the work environment in the system
Communication and follow-up with sectors and joint work in accomplishing
daily tasks

from 2009/6 —2009/12

Mobily
Saudi Call Company
Customer Service Officer
Functional tasks:
Providing all the information the client needs.
Interviewing clients and dealing with clients' requests
Solve customer problems and deal with them in the best way

Achievements

(2) letters of thanks.

training courses

|
Class C Football Club Training Course
CCMP 5/2020 Qualifying Program
Self-development on 1 /2019
Healthy eating course on 01/01/2019
Recent trends in secretarial work and tasks 12/2018
Skills course for dealing with worker stress on 9/2018
Emotional intelligence course on 9/2018
Quality and Excellence in Saudi Post 1/1/2018
Quality Standards and Systems Course on 1/2017
Administrative Process Improvement Course on 12/2017
Training course in Documentary Content Management System on 9/2013
Training course in the Administrative Communications System on 8/8/2013
A training course in environmental and quality systems on 5/2013
International Computer Driving License dated 11/2009
English language course on 1/2008
English language course on 5/2008
English language course on 7/2008

skills

I
Over the years of effort that | am proud to participate in the work teams in making it a
success, as well as my scientific and developmental career, through which | acquired the
developmental skills in the facilities and work environments in addition to the following
skills:

Modernization and development of a lot of administrative work

Working on the methodology of relations with other parties

Effective Communication Skills

Participation in the development of the internal environment of the facility

Participation in the management of some projects

Effective time management to achieve goals

Arabic

English
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