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A law graduate aspiring to join a specialized legal firm to work in legal and administrative support fields,
contributing to the preparation of legal memoranda and the organization of documents in accordance with

. . . applicable regulations.
Educational Qualifications PP 8

e Bachelor of Laws, King Abdulaziz University - 2019
e Diploma in English Language

Professional Experience

Legal Secretary - Abdullah Al-Mansour Law Firm:

e Organizing case files and legal documents.

¢ Preparing and drafting official correspondence and letters.

e Assisting in preparing legal memoranda and following up on transactions.
Trainee - Mohammed Bin Afif Law Firm:

e Conducting legal research and reviewing relevant laws and regulations.

e Contributing to the preparation and formatting of legal memoranda.

e Attending court sessions and following up on case procedures (as part of university training requirements).
General Administrative Clerk - Mawasem Al Sharq Contracting Establishment:

e Preparing and following up on official administrative correspondence.

¢ Organizing and archiving paper and electronic files.

e Data entry, report preparation, and administrative follow-ups.

Training courses

Legal Courses
e Legal Profession: Foundations and Skills
e Defense Skills and Legal Memoranda Drafting
e Contract Drafting Skills
e Basic Principles of Preparing and Submitting Pleadings
¢ Legal Qualification (Legal Adaptation)
e Legal Rules in the Structure of Administrative Decisions
e Training Session on Skills for Working in the Public Prosecution
¢ Rights and Justice Forum (Second Edition) - Electronic Transactions
Administrative Courses
e Handling Customer Complaints and Objections
e Computer Applications in Office Work
e Preparing and Designing Training Packages
e Creative Leadership
General and Soft Skills Courses
e Advanced Social Intelligence Skills
e Cybersecurity and Protection from Information Crimes
e Life Skills Course

Skills

Legal Skills
e Preparing and drafting legal memoranda
¢ Legal research and summarizing laws and regulations
e Organizing and archiving legal files

Administrative Skills
e Drafting official correspondence and formal letters
e Administrative follow-up and report preparation

General Skills
e Proficient in Microsoft Office
e Time management and professional commitment

Languages

e Arabic .
e English



