SAEED ALBUHAYRI

Riyadh, KSA« 0509247128 » sa05550as@hotmail.com+ 28-09-1984

SUMMARY

Dedicated Operations Manager with extensive experience in managing factory operations, public
relations, and customer service. Seeking to leverage strong organizational and communication
skills to contribute to a dynamic team and drive operational excellence.

PROFESSIONAL EXPERIENCE

Operations Manager (01-2024 — Present)
Evening Candy Industry Factory

« Manage all factory administrative, governmental, and facilities operations to ensure
compliance and efficiency.

o Oversee production processes to meet quality standards and delivery schedules.

« Implement operational improvements to enhance productivity and reduce costs.

Public and Government Relations Officer (06-2019 — 01-2024)
Al-Mashreq Contracting Company

o Fostered relationships with government entities to facilitate smooth business operations.

e Managed public relations campaigns to enhance the company’s image and
communication.

e Provided support to management in navigating regulatory requirements.

Cards and Payroll Customer Responsible (03-2015 — 06-2016)

Alinma Bank

e Supervised the team in clearing customer files from creation to activation.
o Ensured timely and accurate processing of payroll and card services.
e Addressed customer inquiries and resolved issues effectively.

Administrative Assistant, Personnel Department (03-2014 — 09-2014)
Taya Real Estate Company

o Assisted the manager with administrative and external duties.
« Coordinated personnel records and documentation to ensure compliance.


mailto:sa05550as@hotmail.com

Various Management Positions (06-2007 — 07-2013)

Al Khozama Management Company

o Held multiple roles including Customer Service Manager, Assistant Marketing Manager,
and Duty Manager.

o Developed customer service strategies to enhance client satisfaction.

o Assisted in marketing campaigns to promote services and increase revenue.

Administrative (01-2006 — 01-2008)
Al-Razi Medical

« Followed up on the affairs of auditors and clients to ensure timely service delivery.
e Managed documentation and communication between departments.

Education

Abdul Rahman Al Ghafigi High School
High School Diploma
2001 — 2004

Training Courses CERTIFICATE

e Project Management Professional (PMP) - 2022

SKILLS

Operations Management

Public Relations

Customer Service Excellence

Team Leadership

Compliance and Regulatory Knowledge

Problem Solving

Communication Skills

Project Management

Microsoft Office Suite (Word, Excel, PowerPoint, Outlook)

LANGUAGES

e Arabic (Native)
o English (Proficient)
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Microsoft Office Suite (Word, Excel, PowerPoint, Outlook).
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