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Turki bin Ahmed bin Obeid

© turkiobaidll@gmailcom (@) +966595992809 @) Saudi Arabia

OBJECTIVE

Motivated to apply my administrative and organizational skills in a professional work environment. I aim

to utilize my experience in handling correspondence, managing files and records, entering and organizing
data, and coordinating schedules and tasks. I possess strong teamwork abilities and creative problem-
solving skills, and I strive to improve administrative performance and contribute to achieving
organizational goals effectively.

EDUCATION

Bachelor’s Degree in Business Administration | 2020
King Faisal University — Saudi Arabia

EXPERIENCES

Administrative Receptionist | 2022 — 2023

Banan Real Estate Company — Saudi Arabia

* Organized executive schedules and administrative tasks.

* Received visitors and employees and directed them to relevant departments.
* Managed official correspondence and maintained company documents.

Administrative Assistant | 2019 — 2022

Al-Rashed Company — Saudi Arabia

* Provided administrative support to team and supervised daily tasks.

* Coordinated meetings, prepared reports, and handled office documentation.
» Monitored official correspondence and incoming calls.

Data Entry Clerk | May — August 2019

Tajori Company — Saudi Arabia

* Entered customer and project data into electronic systems.

* Verified data accuracy and regularly updated records.

* Supported the admin team with data processing and document organization.

Customer Service Representative | 2015 — 2017

STC (Saudi Telecom Company) — Saudi Arabia

* Responded to customer inquiries and provided technical support.
* Resolved customer issues efficiently and on time.

* Followed up on requests and offered customized solutions.

OTHER

e Courses & Certifications

. International Advanced IT Skills Certificate — Technical and Vocational Training
Corporation (6 months)



e (Courses

« Document Forgery and Counterfeit Detection — Experts Financial Institute (8 hours)
« Effective Customer Communication — Droob Platform (4 hours)

« Fundamentals of Management — Droob Platform (3 hours)

« Introduction to Human Resources Tasks — Droob Platform (3 hours)

« Work Pressure Management — Droob Platform

» Teamwork Skills — Droob Platform

« Problem-Solving in the Workplace — Droob Platform

e Skills
Hard Skills Soft Skills
* Microsoft Office Applications * Effective Communication
» Computer Proficiency * Planning and Organization
* Administrative Correspondence Management * Negotiation
* File and Document Handling * Problem-Solving
* Data Entry and Organization * Analytical Thinking
* Administrative Report Preparation * Leadership and Team Collaboration
* Personnel Affairs Coordination * Time Management

* IT Applications Usage

® Languages
. Arabic
. English



