Marym Omar Al-Omar

Q +966 59 411 2491 9 marymalomarr@gmail.com @ Marym Alomar 0 Al-Ahsa, Saudi Arabia

SUMMARY

Specialist in administrative operations and workflow improvement with a strong foundation in data analysis,
reporting, and team supervision. Additional qualifications include a Bachelor’s degree in Applied Economics
and certifications in Microsoft Office and analytical tools. Proven ability to support strategic decision-making
through organized, data-driven processes.

EXPERIENCE

Administrative Operations Manager | Al-Ahsa, Saudi Arabia | 2021 — 2025.

o Led and coordinated administrative operations, ensuring smooth execution of daily functions across
departments.

o Managed team performance through structured oversight, coaching, and fostering a results-driven
environment.

o Oversaw internal processes and ensured alignment with organizational goals and operational
standards.

o Supported strategic planning and decision-making through regular reporting, issue tracking, and
workflow improvements.

Municipality of Al Ahsa | Co-op Trainee | Al-Ahsa, Saudi Arabi | 2022.
o Organized and categorized data to facilitate efficient access and retrieval.
o Ensured secure storage of records in compliance with relevant regulations.
o Assisted staff and clients in accessing needed information with accuracy and efficiency.

Customer Service Representative | Al-Ahsa, Saudi Arabia | 2019 — 2020.
o Handled customer inquiries and complaints professionally to ensure satisfaction and maintain service
standards.

o Resolved issues promptly, taking necessary action to achieve effective outcomes.
o Maintained accurate records of customer data and transactions for tracking and reporting purposes.

EDUCATION

King Faisal University | Al-Ahsa, Saudi Arabia
Bachelor’s Degree in Applied Economics | GPA =4.11:5|2023.

OTHER

o Certifications & Courses:
o Advanced Data Analysis Skills in Excel Course | Emdad Al-Marefah Training center | Technical and
Vocational Training Corporation | 30 hours | August 2024.
Professional certificate: Cognitive Ability | 2024.
Data Analysis Course | 2024.
Understanding the job market Course | 2024.
Productivity and time management Course | 2024.
Professional certificate entitled: Microsoft Office Specialist MOS | King Faisal University | 45
training hours | December 2022 — January 2023.
Purchase Management Course | 2022.
Grammar Course | 2022.
E-Marketing with the Lowest Costs Course | 2022.
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Technical Skills:

o Financial Modeling.

o Data Visualization.

o Microsoft Office Suite (Excel, Word, PowerPoint — Advanced).
o Economic & Econometric Modeling.

o Statistical & Data Analysis.

o Interactive Report Design.

o Documentation & Presentation Tools.

Soft Skills:

o Strategic Leadership & Team Coordination.

o Communication & Negotiation.

o Analytical Thinking & Problem Solving.

o Creativity & Adaptability.

o Time Management & Organizational Skills.
o Attention to Detail.

e Languages: Arabic, English.
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