RAHAF ALZANBAQI

+966540978334 | Rahafalzan@gmail.com | LinkedIn.com/in/rahafalzanbaqi

Professional Summary

Highly organized Administrative and Procurement Specialist with a Bachelor’s degree in Human Resource
Management (GPA: 4.81) and a Certified International Procurement Professional (CIPP). Skilled in
advanced Microsoft Excel including dashboards, data analysis, and workflow automation. Demonstrated
experience in handling digital government e-services, professional correspondence, procurement processes,
and document control. Proficient in Aconex, Microsoft Office Suite, and client communication. Seeking a
full-time opportunity in a structured organization that values operational excellence and precision.

Work Experience

Administrative Services & E-Commerce Coordinator

Self-employed | Remote & On-site (AL Jawaher Services)

Jan 2023 — Feb 2024

. Delivered government e-services (Absher, Hafez, Citizen Account) via WhatsApp and official platforms.
. Managed client inquiries and documentation processes, ensuring accuracy and compliance.

. Worked briefly on-site with AL Jawaher Services, later transitioning to remote support.

. Maintained records and tracked progress using Excel and digital tools.

. Ensured vendor and client communication was clear and timely.

. Concluded freelance projects to focus on long-term professional development.

Education

Bachelor of Science in Human Resource Management
King Abdulaziz University — Apr 2018 — Apr 2021
GPA:4.81/5.0

Certifications & Training

. Data Analyst & Business Intelligence Bootcamp — Tharaa Training Institute (Apr 2025 — 60 hrs)

. Saudi Labor Law & Legal Aspects of HR — Ishraq Al-Mustaqbal Institute (Dec 2024 — 60 hrs)

. Purchasing and Warehouse Management — Exclusive Technology Training Center (Jan 2024 — 15 hrs)
. Aconex Accredited Professional Certification

Core Skills
. Advanced Microsoft Excel (Dashboards, . Workflow Automation & Time Management
Formulas, Pivot Tables) « Document Control & Archiving (Aconex System)
. Government E-services Processing (Absher, . Data Entry Accuracy & Records Management
Hafez, Citizen Account) . Customer & Vendor Relationship Management
. Professional Correspondence & Business « Procurement & Supply Chain Support
Communication

Portfolio & Work Samples

View Excel & Power Bl Project Files



https://linkedin.com/in/rahafalzanbaqi
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