SHOROQ AL-RADDADI

( +9660535144746
B Shoroq2545@gmail.com
QSaudi Arabia - Medina

About Me

| am an Administrative Development and HR Specialist
with a Bachelor’'s in Business Administration and a
Diploma in Automated Accounting. | have practical HR
experience and focus on improving work environments
through strong leadership and communication skills.

Objective

| aim to use my strong sense of responsibility,
dedication, and academic background to enhance the
work environment, achieve professional growth, and
contribute effectively to the organization’s goals.

Education

. Bachelor’s in Business Administration - Saudi Electronic
University 2019-2023
. Diploma in Automated Accounting - Taibah University

. 2014-2019
Experiences

- Administrative Development Specialist - Personnel
Affairs Osstorat Taibah Contracting, Medina

6 months - (Tamheer Program)
1.Supported administration and managed employee files.

2.Improved processes and created performance reports.
Course

. Data Entry and Word Processing - Infinite Institute

. English Language - Badr Al-Madina Institute

. Principles of Human Resources Management - Edraak
. Fundamentals of Human Resources Management - Riada
. Secretarial Skills

. Communication and Interpersonal Skills

. Smart Investment and Wealth Building

. Accounting for Small Projects

. Cybersecurity - Monsha'at Academy

. Fundamentals of Artificial Intelligence

. Digital Library

Skills

. Exceptional Leadership Abilities

. Strong Self-Motivation - Self-Development

. Effective Communication Skills  * Teamwork

. Confident Decision-Making
Languages

. Arabic % % % % %
. English X % %
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