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Summary

An administrative assistant, with more than three years of experience in the field of administration, archiving, and contracts, and worked in human resources 
Graduate of a diploma in office management from the College of Technology:

Skills

Attention to Detail | Data Collection | Solid Professional Standards | Handle Confidential Information|

Experience
Abdullah Fahad Al-Mutairi Co. (For Support Services), Riyadh
Administrative Assistant, 01/2021- 11/2024

I worked as an administrative assistant and in human resources. Initially, I was responsible for job interviews, and now I am working on the following tasks. 
Prepare job advertisements and publish them in a timely manner.
Arranging and scheduling interviews with candidates and preparing necessary documents before the interview.
Archiving paper contracts as well as electronic contracts.
I worked on different websites in the field of logistics services, such as Muqeem, Qawi, and Ajeer , Accurate .
Work on creating databases for employees and updating their data.

[bookmark: _Hlk169092248]Princess Nourah bint Abdulrahman University, Riyadh
Public relations assistant, 09/2019-12/2019

During my training as a public relations assistant, I worked in correspondence and organizing events held at the university. 
Booking halls for college units; To hold lectures, meetings, seminars, conferences, etc..
Receiving college guests, including officials and official delegations.

Education 
The associate degree, In the field of office management, Graduation Year (01/2020), Girls Technical College, Riyadh

Courses
· PMP Project Management Course (2023), Technical College, Riyadh
· Job seekers course (2019), Technical College, Riyadh
· Components of creativity in the work environment course (2019), Doroob, Riyadh

Languages
Arabic / Native 
English / Advanced

