Amani Mohamed Al-Mustafa
00966564476216
amanil00.100@hotmail.com

About me: My professional experience began in management, where | honed multiple
skills such as self-learning, planning, organizing, controlling, taking initiative, training, and
leading. Through my work throughout these years in the administrative field, | discovered
that mastery is the constant and common characteristic in my personal and professional
life, and that my passion for self-development is achieved by working with different types
of people and establishments of different types and classifications.

Education: Bachelor of Science in Computer Science - Taibah University — Madinah
Professional Experience:

Human Resources Operations Manager - Badra Al Sharq Contracting Company — 2020
to Present

All aspects of employee affairs, from recruitment to end-of-service benefits - liaising with
government agencies and relevant electronic platforms such as (Qwa, Madad, Mugeem,
Social Insurance, Ministry of Human Resources, Chamber of Commerce) - working with
ERP systems - health insurance - cooperative training

Assistant Furniture Showroom Manager - Home Store Trading Company - 2018-2019

Showroom Cashier - Sales Service - Customer Service - Showroom Inventory - Cashier
Training on Cloud-Based Software (Sales, Customer, Inventory Management)

Assistant Purchasing Manager - Namaa AL Munawwara Company - 2017

All purchase order procedures, from contacting suppliers to completing purchases and
receiving them - Logistics services for company guests

Training Courses: Secretarial and Office Skills Course - Micro and Startup Financing
Course - Legal Aspects of Human Resources Management Course - First Aid Ambassador
Course - Remote Work Culture Course - Remote Team Management Course

Skills: Proficiency in computer use - Time management and organization - Flexibility and
adaptability to change - Leadership and teamwork - Effective communication - Negotiation
and persuasion skills
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