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= INTRODUCTION

A Gulf citizen, son and husband of a female citizen (full Saudi in the labor office)

residing in the Kingdom of Saudi Arabia, Al-Ahsaa city. | previously worked in many

administrative fields and | would like to harness my r and strong i 1
to work in the [Maximum Fitness Gym] and benefit Of the qualifications and skills that |

acquired through my academic achievement in the service and development of your

work
Eﬁ PRACTICAL EXPERIENCES
Feb 2020 - May 2020 Administrative Director

Max Fitness Gym

Saudi Arabia - AlAhsaa &

Administrative director of the Max Fitness Gym , carrying out all the administrative work
related to the gym, organizing the working hours of the coaches and the employees and
directing their tasks, supervising the gym’s equipment and dealing with equipment
maintenance companies, design the marketing offers for the gym and marketing it,
supervising on all the subscriptions, accounting and financial matters, supervising the
competitions in the gym

Jul 1998 - Jun 1997

Reception Sup

visor
Montazah Hotel

Saudi Arabia - Khobar &

Organizing and registering hotel visitors, supervising on the requests and needs of visitors,
and coordinating services with hotel service staff

Sep 2001 - Jun 2000 Marketing Specialist
(Kanawaat Altasweek Corporation (Arab National Bank

Saudi Arabia - Eastern Province &
Providing consultancy and marketing services for Arab National Bank's financing offers and

packages

Aug 2003 - Aug 2001 Secretary and Dz

1 Entry

Al-Bashir Trading and Contracting Company

Saudi Arabia - AlAhsaa @

Organizing the files and entering the data related to the first stage of the university city
infrastructure project at King Faisal University

Aug 2006 - Aug 2001 Secretary and Data Entry
(Project Management and Public Services (King Faisal University
Saudi Arabia - AlAhsaa @

Accomplish and organize secretarial work, enter and coordinate all data related to the air
conditioning )contract of Saudi Aircon (Al Arfaj for air conditioning

Apr 2008 - Sep 2007

Agricultural and Veterinary Training and Research Station

Saudi Arabia - AlAhsaa @

Accomplishing secretarial work for the wells maintenance, agricultural and veterinary
services for Al-Ajemy Company

Oct 2009 - Apr 2008 Secretary and Data Entry
(Project Management and Public Services (King Faisal University

Saudi Arabia - AlAhsaa &
Executing the secretarial work related to the general maintenance contract of Al-Bashir

Trading and Contracting Company

Apr 2014 - Oct 2009
Al-Fawzan Trading and Contracting Company

Saudi Arabia - AlAhsaa &

Finalizing the secretarial work in the university city's administration for the establishment
contract for faculty members and employees in the university city

May 2015 - Apr 2014

Atkins company
Saudi Arabia - AL Riyadh @
Finishing and completing the administrative work that | have been assigned to

Jul 2019 - May 2015 A dministra

Personnel

Abdul Rahman Al Mubarak Engineering Consulting Office

Saudi Arabia - AlAhsaa @

Complete and following up all employee's cases In the government departments and
finalizing the administrative works that | have been assigned to by the Personnel Affairs
Department

b ACADEMIC EDUCATION
High School
The Ministry of Education
Saudi Arabia - AlAhsaa @

"l' TRAINING COURSES
Public Safety Course
(International Public Safety Association (IASP
Have got an accredited certificate in public safety management from the International Public

Safety Association

Computer Course
Hajar Training Center

Have got a verified certificate in the computer operation

Course in Microsoft Office
Airad Company

A course in editing, data formatting and printing in Arabic and English

Mana

Muteab03@hotmail.com

0565390077

Saudi Arabia - Eastern Province -
AlAhsaa City
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Married

[u] TECHNICAL SKILLS

90% Microsoft Office
—

Enter and organize Arabic and
90% English data
e
70% Accounting Programs
—
90% Social and Marketing Skills
—

4] PERSONAL SKILLS

90% Communication Skills

80% Team Management

70% Time Management

90% Effectively Solve The Problems

1

LANGUAGES

2 A S &4 Arabic
* kW English

INTERESTS

Sport Travel

Reading




