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Education College University 6rade Rating Graduation date
Bachelor of Economics & | Imam
Business Admin. Muhammad Good 3.500f 5 é?/%gﬁou
Administration | Sciences bin Saud Uni. y
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1. I worked at Al-Tamimi Company during the period from st‘ dj; U-'l-.'J _.“m 3\3,32:3.1 A (] :\Sﬂ uﬁ clae oY

01/01/2010 to 31/05/2011.
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2. lworked in Al-Qosaibi Company for services in position of

Administrative clerk starting from 01/06/2011 till 14/02/2024 . ua 69 il 3.\7.;23.1 Glaadll uuadl) ;\SJ& uﬁ Glee Y
3-Al Tamimi International Services and Maintenance Company ?Y YE[L YV E | As ?* SRVIRVAR @Ju

job is Inquiry clerk start since 1/3/2024 to 16/11/2025
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Tasks hudalo ) algl)
| worked for both companies in the branch of the Aalill g Ay piad) 3 ) 5al) 3159 £ A A 18,01 A e
Ministry of Human Resources and Social in the alaally Jand) ciiSa B Jaal) pUad 48 )&l ddhial) 8 Lo laia)
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following sections :
* Work permits: Checking documents after

printing them and matching them with the

passport. Al
Manpower: export and supply transactions for rpbadlly Jarl) Sy p3hand) Aasd and o
internal departments. cilgal) o AU AN a9l clilbadll Aol

e Customer Service Department in the Dammam Aa gSal)

Labor Office:
- Printing letters and responses that come from
government agencies

* The Primary Commission for the Settlement of
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Labor Disputes:
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- Book appointments.
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- Recording the attendance of opponents.

- Opening cases files.

-Writing court records with members.

e The High Authority for Settlement of Labor

Disputes:
- Book appointments.

- Archive and save cases.
- Notifications and adjudication delivery.

¢ Branch of the Ministry of Human Development

Management of documents and archives unit

- Sort and categorize archives.

* Managing the unit supervising the recruitment of

domestic workers :

- Administrative Communications

- Data recording .
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Training Courses
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1- Basic English language course in 2008.

2- Passing a 6-month data entry and text
processing course during the period from
21/03/2018 to 14/09/2018, with a very good grade.
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Personal Skills
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V- Using the computer and its programs.

Y-Experience in government work systems and
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procedures.
Personal Skills dpaseid) Slylghl

1- Able to work under pressure. Jaad) b Jaad -
2- Team work. (Sl Jaadl Y
3- Team spirit. Al gy -
4- Discipline at work. Jaad) b Blua) -
5- Work development. )
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6-Volunteer Work .
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V- Writing advanced scientific research.
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Hobbies
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1- Passionate about business.
2- Developing E-business in line with the labor
market requirements.

3- Interest in history and reading historical books.
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