ABDULLAH ALTURAIQI Address : Riyadh, Saudi Arabia
Email : alturaigi.ab@gmail.com
H R Phone : +966 556108770

A recent Human Resources graduate with a strong academic background and a genuine
OBJECTIVE passion for fostering a positive and supportive work environment. Specialized in
Employee Relations, seeking an HR position to gain hands-on experience, support HR
policies and procedures, enhance effective communication between employees and

management, and contribute to improving employee satisfaction and achieving
organizational goals.

EDUCATION Human Resources Management
@ MAJMAAH UNIVERSITY
Bachelor's Degree in Human Resources Management

EXPERIENCEP
P CE HR TRAINING EXPERIENCE
@ AL YUSRA FASHION COMPANY
« Entered employee data into the HR system.
« Organized and maintained employee files (digital and physical).
« Prepared HR documents such as employment verification letters.
« Assisted in general administrative and onboarding tasks.
Administrative Assistant
Reeman Logistics Services Company
» Supported daily administrative and office operations.
» Organized and maintained files, records, and documents.
o Coordinated with different departments to ensure smooth workflow.
» Assisted in preparing reports, correspondence, and data entry tasks.
» Managed emails, phone calls, and scheduling appointments.
» Helped improve efficiency by ensuring tasks were completed on time.
SKILLS & * Communication skills. * Organizational skills
ABILITIES * Basic understanding of labor laws * Teamwork and collaboration
* Proficiency in Microsoft Office (Excel). * Multitasking skills
COURSES * Microsoft Office (Excel) * Human Resources Tasks

* Effective communication with customers. *Institutional Excellence
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