FAISAL HARIS ALANAZI
HUMAN RESOURCE MANAGEMENT QY 966509491936 9 Kingdom Saudi Arabia
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training courses

The art of preparing and writing
letters, correspondence and
reports

Secretary and Administrative
Assistant Skills

Computer skills in office work

Quality in human resources

train the trainers

office management

Education History
Bachelor’s degree from Northern Border University in Human Resources Management with a
GPA of 4.04/5 with a grade of “Very Good” on graduation date 12-07-2020

Contact Info

Q fbh.alanazi@gmail.com

Profile Info

e Passed the professional exams provided by the
Education and Training Evaluation Authority

e He holds a certificate of excellence in the
standardized test at the Northern Border
University level

e Job Objective To acquire knowledge and skill in
operational and middle positions as well as to
develop my personal and practical skills

Work Experience
Tamheer Program HR Operations Specialist
Northern Border University (14/09/2021 - 13/03/2022)

e Preparing lists of accepted and non-accepted
students for the programs of the Deanship of
Graduate Studies

e Write and share meeting minutes via files in Google
Drive cloud services

e Dealing with complaints and requests received from
staff and students and transferring them to the
department manager

e Preparing and storing documents in its database and
updating all information related to staff and students
and submitting it to the department manager

Recruiting volunteers
Social Development Committee in Arar (16-23/4/2021)
9 volunteer hours

e Providing the necessary human resources

e Determining the required tasks and directing

volunteers according to their capabilities and
desires
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