Latifa Yousif
Aldoseri

Contact

Personal profile

Address:
House 1942
Road 5250
Block 552

Phone:

+973 33881727
+973 33937333
+973 39080696

Email:
Latifa.Aldosseril3@gmail.com

Languages

Arabic
English

[ am an enthusiastic and ambitious person, with a high ability to adapt to
different environments and work under pressure. [ have strong
administrative and secretarial coordination skills, and I have a passion for
continuous learning and personal development. I believe in the importance
of teamwork and love collaborating with others to achieve common goals. I
always strive for excellence and innovation in everything I do, while
ensuring positive interaction and maintaining strong professional
relationships.

Work Experience

» 2022 — 2023 Administrative Coordinator (Esnad Management)

" Check with the clients about their services and payment pending.

" Prepare the new profile for any provider is join in Khadamaaty app.
" Prepare the quotations.

" Prepare the payment list for the providers and send it in an email.

» 2019-2021 — Admin (Alkooheji Engineering)
. Helping HR Manager.
- Preparing a list of employees with their data.

» 2017-2019 — Admin and secretary (Council of

Representative)
. Preparing letters to all ministries and private companies.
. Follow up with the citizens.

- Preparing the daily schedule.

Skills

= Effective communication with others
= Teamwork mastery

= Provide assistance and cooperation
= Service-focused

= seriousness and discipline

= adapting with different work conditions and wanting to
change

= for the better

= Qral and written communication
Computer skills.

Education

Bachelor of Political Science.

Certifications and Licenses

o Certificate in English from AMA.

o ICDL computer skills Certificate.

o Employment Skills Certificate.

o Reserve force course in the Bahrain Defense force.




Sunday, January 29, 2023

Subject: Salary Certificate

We hereby confirm that Ms. Latifa Yusuf Aldoseri, Bahraini National,
holding CPR no. 920703046 and Passport no. 2512405 has served our company

from 30 January 2022 to 19 January 2023 as an administrative coordinator.

During her service, we found her sincere, hardworking and honest. She has

resigned on her own accord.

We wish he all the best in her future endeavors.

Thank you,
Yours Faithfully,

~ Zahra Al Aali o
Human Resources Manager A~ .g.“‘;?.&.f""v

Phone +973 17341117 | Tax +973 17341777

Frnal info@khadamaaty.com
websile wwwhikhadamaaty.com
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30/08/21 1=

TO WHOM IT MAY CONCERN

The Ministry of Foreign Affairs of the Kingdom of Bahrain
confirm: "t Ms. Latifa Yusuf Aldoseri has participated in the
"Work Experience Program" commencing from 13/07/2015-
4/08/2015 in the Afro-Asiatic Directorate.

-

We wou'l like to confirm that Ms. Latifa was a hard workin
- person a. . Luilt a good relation with her colleagues. '

Yours sincerely,

N & s Bt
. -~ 1.
Talal Eb- . Al-Thawadi

Director of Iluman Resources
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KOOHEJI Engineering Consultancy

Architects @ Engineers @ Surveyors & Electrical & Mechanicial
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LCCI

International
Qualifications

Pearson
LCCI Certificate

This is to certify that
LATIFA YUSUF ALDOSERI

has been awarded

Preliminary English for Business (Reading and Writing) Pass 52% CEFAI
Fekkskk

having satisfied the requirements of Pearson Education Limited

PR
vt

e S S }m}.&g;i.,

Sharon Hague
Responsible Officer

Pearson Education Ltd
BAHRI07/ 13454344
Exam Date 24 Apr 2018
Serial No. 36517652
London Chamber of Commerce and Industry International Qualifications
Pearson Education Limited
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ICDL Standard

CERTIFICATE

LATIFA YUSUF SANAD AHMED

R SN

.

has successfully completed the following modules c"t_“s_ll_“s_ll &y y-Sadl CL‘.LX

Module Syllabus / Software Version Language Date

Presentation Syllabus 5.0 / Office 2016 Arabic 18/07/2019
Spreadsheets Syllabus 5.0 / Office 2016 Arabic 25/07/2019
IT Security Syllabus 2.0 Arabic 01/08/2019
Computer Essentials Syllabus 1.0 / Windows 10 Arabic 22/08/2019
Online Essentials Syllabus 1.0 Arabic 29/08/2019
Word Processing Syllabus 5.0 / Office 2016 Arabic 29/08/2019
Online Collaboration Syllabus 1.0 Arabic 02/09/2019

This candidate has achieved the ICDL Standard Profile

’_\
C T\ e, (
N
Jamil Ezzo, Director General
ICDL Arabia

Verify the authenticity of the certificate by scanning this QR Code E e . ® ICDL Arabia &

o M
or visiting www.icdlarabia.org/g/5E15C8 z, b,
Certification Date 02/09/2019 o E

Skills Card No.GCC 180 527677 = o Arabia
ICDL 1D No.920703046 h

This certificate s issued by ICDL the awarding body of the ICDL Prog . Egypt and Iraq. The ICDL certification programmes have been revie proved by qualification and educational authorities ion and around the
world. ICDL is also supported and recognised by NGO's. IGO's and government sations worldwide. ICDL Arabia is the founder of onlinesense.org, the first bilingual resource portal aimed at raising public awarene:
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