
ALIA ABDULAzIz BIN SUNBUL

Riyadh, Saudi Arabia 12327	◆	0599876536	◆	alia22518@gmail.com

PROFESSIONAL SUMMARY
to join a professional work environment that enables me to develop my practical and scientific skills, gain new experiences, be an effective and productive member to achieve success and development for my country, and contribute to the development of the workplace in which I will work.

WORK HISTORY
Debt collector, 06/2024 - 12/2024
Ejada Company - Riyadh, Riyadh Region
[image: ] Negotiated customer repayment plans, consistently maximising early payments to reduce debt recovery time.
[image: ] Communicated with customers diplomatically and respectfully. [image: ] Contacted customers to arrange or collect payments.
[image: ] Offered debtors assistance with payment planning.
[image: ] Maintained professional tone when corresponding by phone or email.
[image: ] Followed company protocols to keep sensitive and financial information secure.

Showroom Manager, 01/2024 - 06/2024
AlMoosa Doors - Riyadh
[image: ] Educated customers about quality and value of company products.
[image: ] Communicated with staff at meetings regarding store results to help achieve team goals.
[image: ] Oversaw showroom checklists to guarantee sales floor standards consistently met company criteria. [image: ] Reported to branch manager on progress made in all key areas.
[image: ] Coordinated with sales team to quickly and efficiently fulfill orders.

General administrative assistant, 01/2019 - 01/2022
Sidr Group Trading and Contracting Company
[image: ] Supported staff with administrative needs for photocopying, faxing and filing.
[image: ] Sorted and organised different types of information by document type, personnel or location. [image: ] Responded promptly to phone and email inquiries.
SKILLS

Computer proficiency Flexibility
Time management A good motivator

[image: ] Ability to influence others [image: ] Research and write reports
[image: ] Ability to work independently or with a team [image: ] Attention to Detail
EDUCATION

Bachelor of Business Administration: General Business Administration, 09/2015 - 12/2019
Princess Norah Bin Abdulrahman University - Riyadh, Riyadh Region
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