
I am seeking employment as an Administrative Assistant where I can utilize my administration skills and work experience and apply my knowledge from my previous jobs. I can offer you proven skills in administration as well as attention to detail, multitasking, team member and a real enthusiasm for working with people.








Clinic Schedule Administrator - Greenlane Clinical Center, NZ			Jan 2018 - Mar 2021                    


Scheduled appointments for over 600 patients a week while helping the team when understaffed.


Improved patients' attendance rate by reminding patients and confirming appointments.


Receptionist/ Administrative Assistant - Age Concern Auckland, NZ 	Feb 2017 - Oct 2017


Expanded organization's memberships by advertising and posting in the social media 			accounts. 


Processed over 3000 Total Mobility card yearly renewals within 3 months while managing 		inbound and outbound queries.


Co-director of Betty Fashion - Betty Fashion Boutique, NZ				Jun 2015 – Jan 2017


Increased sales by 10% while managing a family retail business by building an online shop.   


Gained accounting skills while managing the business credits by paying invoices on time.


HR Coordinator	- Mouwasat Hospital Dammam, KSA 					Jan 2011 – Feb 2012


Maintained files for over 1000 employees while handled contract renewals and salary 	increments promptly.


Built a good relationship with the new staff while having the orientation and clarifying their 	doubts.





Certificate in Liaison Interpreting


Unitec Institute of Technology, New Zealand							Jul 2016 - Nov 2016


Human Resource Management Diploma (incomplete) 


Auckland University of Technology, New Zealand 						Mar 2013 - Nov 2014


Bachelor of Banking and Finance


Royal University for Women, Bahrain		  							Sept 2005 - May 2010








language skill: Proficient in Arabic, fluent in oral and written English.


professional skill：Professionalism and strong work ethic, collaboration, and reliability.


Office skills：Expert in Microsoft Office, time management, and ambition. 








Work experience





Master a skill





Personal evaluation





Education

















Born：08/03/1986       	             	Mobile：0549285404


Address：Dammam, Saudi Arabia       	Email：b.a.almubarak@gmail.com








Career Objective：Admin & HR
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