HANA TALEB

EDUCATION

Midocean University 2023
Master degree of Management

Hadramout University 2006

Bachelor's degree of English Language

WORK EXPERIENCE

Excutive Secretary
Ayed Group Co. /2019 - until now

General Manager Secrtary

Human Resources ( attendance, payrolls, Mudad)
Government websites ( Gosi, Giwa,Mugeem, labor)
Altaraf Rectrutiment Office

Aldanah Beauty and Spa Company ( home services)
Cloud kids care center

Government Sales Officer

Jwaher Al-Turath for Publishing & distribution
(HRH Princess Dalail bin Saud bin Abdulaziz Al Saud
Office)
2016 - 2018
Trainer

Cooperative Society Multipurpose for Employees of king
Saud University
4 months 2015

Trainer

Al-khaleej Traning Center ( Direct English)
5 months 2011

Teacher
Kindergarten of Muslim Child
2010 - 201

Teacher

Nawabg Watani Private School
2007 - 2008

L, +966505382146
4 hanoon00l.ht@gmail.com

© Riyadh

SKILLS

—» Computer Applications
— Work under pressure
— Knowledge of Social Media

- work individual or with others

— English Languge spoken and written

COURSE
2021

Administrative Excellence

Electronic Secretarial and Office
management

Human Resources Management

2020

Executive Secretarial and Office
management Skills

Administrative Commmuication Skills

Writing Reports and Administrative
Correspondence

2002

Diploma Of Computer Science
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