C.v

Name: Mohammad Al-Maliki
Nationality: Saudi

Address: Jeddah

Mobile: 00966543868485

Email: m_malki@windowslive.com

Bachelor of Science - Specialization in
Administrative Sciences - King Abdulaziz
University

College of Management and Economics

Experience:2001 -2025
Number of years of experience (24) years in
administrative work related to

Administrative supervisor for administrative
affairs (8 years)
Legal Affairs Assistant (5 years)
Executive Secretary - Senior Management (2
years)
Personnel Affairs Supervisor (5 years)
Administrative employee in the Personnel
Affairs Department (3 years)
Professional experiences

eCarrying out tasks for senior management
professionally and preparing daily reports
*Good experience in representing the
company before judicial authorities and
relevant authorities

ePreparing and creating legal documents for
pleading in labor and commercial courts and
for implementation.

eDirect supervision of all operations of the
Personnel Affairs Department

eFull knowledge of the labor system and its
regulations and the social insurance system
eFull knowledge of investment and
commercial contracting systems
eAdministrative support and direct support
in crisis management

*Providing assistance and support to all
departments and branches of the company
eImplementing the plans of the Human
Resources Department

Functional skills

Leadership skills

Verbal and written communication and
public relations

Good dealing with solving problems
Organizational skills

Ability to manage multiple tasks
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Training courses $dauydi Slygd
Computer course - Microsoft Office o9l Cdgug, oo - ST aml> 895 @
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Attending many internal workshops, lectures Azl

and seminars



