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| have a diverse skill set that allows me to perform various
tasks efficiently. | am proficient in organizing and planning
work to enhance productivity. Good team player and
skilled in providing administrative support. | am looking for
a position that matches my experience and qualifications,
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where | can deliver outstanding results and mutual
objectives.

Experiences

Administrative assistant | at Rudna Academy

e Managing schedules and organizing meetings.

¢ Handling correspondence and maintaining files.

¢ Assisting with office operations and providing general
administrative support.

e Supporting the team or executive with daily tasks.

¢ Ensuring efficient office workflow and communication.

Administrative assistant | One-month internship
Rudna Academy

Education

Bachelor's Degree in islamic Fundamentals
Imam Muhammad ibn Saud Islamic University
Year of Graduation: 2021

Courses

e Basics of Computer in Office Work
e Executive Secretarial Skills and Office Management
e Use basic English grammar

Skills

e Effective communication in the work environment
e Attention to detail

e Strong personal skills

¢ Planning and organizing

e Ability to handle work pressure

e Customer service

e Multitasking

e Commitment and responsibility to work

Volunteer works

Volunteering at Nourin Women's Complex
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