Mohmmed Almaghydi
+966599861551 | almaghydi@gmail.com | Abha, Saudi Arabia
linkedin.com/in/mohmmed-almaghydi-87009b391

Professional Summary

Administrative and Human Resources professional with a strong academic background including an MBA in Strategic
Management and a Diploma in Human Resource Technology. Possesses over five years of hands-on experience across
customer service, administrative operations, and sales functions. Demonstrates solid capabilities in employee
coordination, administrative support, customer relations, reporting, and process monitoring. Known for strong
communication skills, teamwork, problem-solving abilities, and effective coordination across departments to support
organizational objectives.

Professional Experience

Customer Service Specialist | Sport Dimensions Company | Abha, Saudi Arabia | 2019 — 2023
¢ Handled customer inquiries and complaints in alignment with company policies and service standards
e Followed up on customer requests and ensured timely execution of services
e Prepared periodic reports related to customer experience and service quality
e Coordinated with internal departments to resolve issues and improve service flow

Administrative Officer | Jawharat Almajd Company | Abha, Saudi Arabia | 2018 — 2019
Executed daily administrative tasks and supported internal operations

Followed up on employee-related administrative matters and documentation
Coordinated meetings, schedules, and internal communications

Organized workflow processes and maintained operational records

Sales Specialist | Algassim Corner Company | Abha, Saudi Arabia | 2017 — 2018
e Welcomed customers and provided detailed information about products and promotional offers
o Followed up on customer orders, ensured product availability, and coordinated delivery processes
¢ Negotiated quantities and pricing with customers to achieve sales targets
e Contributed to achieving monthly sales targets

Education

e Master of Business Administration (MBA) in Strategic Management | Ain Shams University | Egypt | 2025
¢ Diploma in Human Resource Technology | Technical and Vocational Training Corporation | Abha | 2023
e Bachelor’'s Degree in English Language | King Khalid University | Abha | 2018

Certifications and Training

e Senior Human Resources Certification (SHRM) | 2025
e CPD-AI Certification in Artificial Intelligence | 2025
e Project Management Professional (PMP) Candidate | Project Management Institute

Professional Memberships

Project Management Institute (PMI) | Associate Member | December 2025

Skills

Personal Skills
Communication | Presentations | Time Management | Problem Solving | Adaptability | Team Collaboration | Work Ethics

Professional Skills
Human Resources Operations | Employee Coordination | Administrative Support | Customer Relations | Reporting |
Documentation Management | Process Monitoring | Workflow Organization | Service Quality Follow-up

Technical Skills

Microsoft Office Suite (Word, Excel, PowerPoint, Outlook) | Data Entry | Record Keeping | Monitoring Systems | Email
Management | Basic HR Systems Knowledge | File Management | Digital Documentation

Languages

e Arabic: Native
o English: Intermediate
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