Bilal Ali E Buarish

Personal information:

Al-Hasa, Mubaraz, Saudi Arabia T: 500566944 | E: buarish@gmail.com

Nationality: Saudi languages: Arabic and English STEP 413

Qualifications:

Bachelor King Faisal University 2012t02015 specialization: Business Administration estimate 4.38
Experiences:

Special work Driver: 7/1/2011 to 27/5/2017 | have passenger bus to transport.

Quality control consultant: administrative & field on Soil tests center: 7/10 /2009_6 /6/2010

I supervised and cooperated to ensure the accuracy of the application of the quality specifications
recommended by the municipality in the field of quality control for road projects and established on companies
implementing on the work sites, by doing site inspection and sampling and preparing reports for sites and
samples and raising the results to the municipality, leading the workers teams and supporting the branch work
plan at the sites through the distribution of roles The tasks, in addition, were also ensured, in addition to keeping
the devices in the warehouse, handing them over to technicians, receiving them, verifying their safety and
preparing a record of the movement of the devices.

Administrative +Data Entry +: on soil tests center: from 9/8/ 2008_6 /10/2009.

| spent a period of time working as responsible for data entry, Organizing and managing files and archives
,preparing daily and periodic reports, arranging faxes, archiving files, maintaining and preserving documents,
correspondence, reports, and records, printing them reports, maintaining copies of documents, and answering
calls in addition to undertaking a review and completing all procedures with the government agencies at the
center.

Site supervisor on Ali Abdullah Hassan (part-time): 8/7 / 2004-16 / 12/2006

Receiving and welcoming customers, following up the delivery of soil layers, extracting the results of soil tests,
and performing any work assigned to them

Practical training, Accounting Department of Women's clinic 8 weeks 17/10 / 2006_25 / 12/2006.
Training on data entry and archive files as well as an inventory of the contents of the pharmacy dispensary
Objective:

Professional manager and project supervisor. | plan to apply my experience to obtain a position that is full of
challenges in order to contribute to achieving more successes by benefiting from my administrative, practical and
academic skills, adding value to the job and achieving the goals of the establishment.

Skills
1. Hard work and dedication and team spirit.2. Will and speed of learning. 3.Analytical skills.
4. Ability to deal with situations and overcome problems 5. Proficiency in English language writing and speaking.
7. Human Resources 8 Talent Management 9.Recruiting 10.Workforce Management.11. Coaching

12.Administrative Assistance.13. Business Analysis.14. Project Management
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Information Technology

IT Security Specialist, LinkedIn Learning, 04/01/2021

IT Support Technician, LinkedIn Learning, 25/12/2020

IT Support Technician, Doroob, 2017-7-28 (100) hours.

Microsoft programs, first and second parts, doroob, 6/28/2017, (100) hours.

Computer skills, Saudi Electronic University from 10/19/1437 to 11/14/1437

Sector Automation and Cyber Security, Nama Forum management, 11/25/2020

International Certificate Advanced in Information Technology Skills, Gulf Institute for Training 6 months 9/12/2013

Logistics and Occupational safety

1 Material Storage Operations, Institute of Public Administration, 09/04/1441
2 Preparing and arranging warehouses, Institute of Public Administration, 11/23/1441
3 Inventory and Procurement Management (Supply Chains), Reyada Institute, 09/11/2020, 01/09/2020
4 Introduction to Facilities Management, Al-Kharj Chamber of 11/09/2020,12/08/2020
5 Supply Chains and Logistic Services, Jeddah University, 11/17/1441
6 E-Commerce Supply Chains, monshaat, 11/09/2020 03/06/2020
7 Total Quality Management, Institute of Public Administration, 11/01/1441
8 Quality Management Systems ISO 9001, Bisha University, 11/29/1441
9 Occupational Health and Safety After the Covid-19 Pandemic, King Khalid University, 11/25/1441
10 Occupational Safety, , Bisha University, 11/30/1441
Accounting
1 Principles of Financial Accounting, Institute of Public Administration, 09/09/1441

2
3
4

Financial Accounts Department, Reyada Institute, 09/11/2020, 14/05/2020
Accounting for non-accountants, Qassim Chamber, 11/09/2020, 20/07/2020
4 Preparing reports, , Bisha University, 11/23/1441

Administration:
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The Executive Secretarial: one hundred (100) hours course. Paths 02/09/2020

Administrative Coordination, Institute of Public Administration via ethrai platform, 04/29/2020

Executive Planning, Institute of Public Administration via ethrai platform, 04/22/2020

Correspondence preparation, Institute of Public Administration via ethrai platform, 04/29/2020

Reporting, Institute of Public Administration via ethrai platform, 04/23/2020

Project management seven courses (Introduction to Project Management, Project Coherence Management,
Project Scope Management, Time and Cost Management, Quality and Human Resources Department,
Communications and Risks Department, Supply and Stakeholders Department (DROP) Program, 02/22/2020

Human resources:
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Administrative supervision, Institute of Public Administration, 04/22/2020

Human Resources Planning Institute of Public Administration, 04/26/2020.

Polarization and Selection Institute of Public Administration, 04/27/2020

Human Resources Management, Saudi Electronic University, from 10/18/1437 to 11/9/1437

Employment services: 8 courses compatibility (individual professional needs assessment, job analysis tool,
individual employment plan tool, work experience tool, post-employment monitoring tool, facilitation services,
compliance questionnaire) 02/08/2020 (28) hours

Training (TOT):

1. Defining the training needs of the Institute of Public Administration via ethrai platform, 04/23/2020
2. Preparation of trainers by the Institute of Public Administration via ethrai platform, 04/23/2020

3. Training of trainers TOT, King Faisal University 04-30 / 26/2015.

4. Training of Trainers TOT, The Counselor Center for Education and Training 20-25 / 07/2013
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