C.V

Personal Information’s:

Name: ABDULRAHMAN ABDULLAH ALKAFF
Marital Status : Single

MOBILE : 0530152436

Birthday :17 /07 /1992

Email : Abdulrahman--69@hotmail.com

Work Experience:

-Data entry operator Gushat International
From 01/2012 To 03/2012
-Executive Secretary Gushat International

From 03\2012 to 01\2022 ( the job description ):

1- Dealing with incoming and outgoing correspondence

and arranging them according to priorities.

2- Receive and forward phone calls, emails and faxes as

required.

3- Handling confidential documents and ensuring that

they remain secure.

4- Maintain electronic and paper records and ensure

information is organized so that it is easily accessible.

5- Supervising the implementation of orders and

decisions by following up on other departments.
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6- Supervising the department's office supplies from
shortages and needs, and providing them to the

Purchasing Department.

7- Doing any administrative work and assisting the

team.

8- Work on the social insurance system and add and

delete new and resigned employees.
9- Work on all medical insurance requests.

10- Processing applications and letters of introduction

to employees and government agencies.

11- Follow up the attendance and departure of the

employees of the external projects.

12- Prepare daily, monthly and annual reports for
human resources and government affairs employees,
and update

the Monetary Agency report and the Social Insurance
report.

13- Centralization of government affairs and receiving
requests from regions from all private government
transactions for employees and official bodies, such as
(raising requests for renewal of residency - visas -
transfer of passport information - profession
modification - transfer of sponsorship)

14- Work on all government platforms (Qawa - Madad -
Ministry of Human Resources - Absher Business - Social
Insurance - Ministry of Commerce - Ashargia Chamber -

Baladi - Salama Civil Defense System)
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Languages:

Arabic: Mother Language

English: Reading & Writing -Good /

conversation - Acceptable

Technical skills:

-Computer skills MS: Word - Excel - Power point
-Full adjustment to work within a team work
-Ability to perform under pressure at work.
-Ability to build good public relations.
-Discipline and punctuality.

-Accu racy in action.
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