Al jgio Jlo

Manal Menwer Alharbi

« manall290@hotmail.com

» 0563258755

« Riyadh, Uyl

EDUCATION

« Bachelor of Business Administration

e Imam Muhammad Ibn Saud Islamic University
o GPA: 4.46 out of 5 With second honors

o« STEPtest:74

EXPERIENCES

« Administrative Assistant, for 6 months
Specialized Council of Health Associations

- Data Entry

- Writing letters

- Respond to inquiries

- Participation with the organizing committee
to organize the first scientific conference

VOLUNTEERING

Administrative assistant | Aug 2023

at Kebar Association

Administrative assistant | July 2023

at Ensan Association

Exam Observer, Morning shift + Evening | 2023
Observing final exams at Imam Muhammad Ibn Saud
Islamic University

Organizing a graduation ceremony for students of Imam
Muhammad Ibn Saud Islamic University | 2023

COURSES

« Computer in office works, King Saud
University, 3 months 1 2022 - 2023

« English language course, for 3 months 1 2021

» Computer basics

« Effective communication with clients

» Electronic secretarial course

SKILLS

» Computer skills

» Microsoft Office

« Ability to organize and control

» Good dealing with others

» Teamwork

« Seriousness and discipline at work
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