


 I am currently looking for a full time position in an environment that offers a greater challenge, increased benefits for my family, and the opportunity to help the company advance efficiently and productively

Sept.2013-to-PRESENT

(ALGOSAIBI DOCUMENT CLEARANCE OFFICE)OFFICE:17533841

MR.TARIQ RASHED ALGOSAIBI(GEN.MANAGER/OWNER)

MOB:39457295/33242760/00966505818726
Administrative Assistant / Receptionist /Accountant

Achieved status as an in-demand temp worker for employment agencies throughout
the Bahrain area. Served in Administrative Support roles for Corporate Clients such as (Saudi Aramco,Worley Parsons,Fluor Arabia,Amec Forster Wheeler) in diverse industries, including processing of Saudi visas, Managed front-desk reception, Database Administration, Spreadsheet Creation, Meeting Scheduling and Expenses.
Dec.2007 to Dec 2011

GULF PEARL PHOTOGRAPHY(jid ali,manama bahrain)        

Assistant accountant/Receptionist/Photographer

Answered phones, scheduled appointments, greeted customers and processed      payments for services within busy, finalizing income for daily basis .

Conducting wedding coverage indoor and outdoor.

UNITED HORIZON WLL.

Graphics Designer

Dec.2011 to Dec.2013

Making designs for wedding album,calling cards,restaurant menu,flyers,sample magazines.

Making albums hardbound,photoprinting,operating machines for both photo and tarpaulin using kodak machines.

(KODAK PHILIPPINES)                                                                                    

STORE SUPERVISOR

    1996-2006

Clearly and concisely communicate the business, area and store objectives to the team.

Writing up sales reports.

Hiring and training new staff members.

Ensuring a high level of stock availability.

Implementing new store layouts.

Managing all paperwork and stock.

Building relationships with the local community.

Ensuring total compliance with all store operations policies.

Keeping store clean and uncluttered.

Managing staff work schedules.

Organizing rotas and holidays.

Creating a positive working environment.

Analysing and interpreting trends to facilitate planning.

Organizing special promotions, displays and events.

GOLDILOCKS BAKESHOP(FRANCHISE)

1988-2001

ASSISTANT TEAM LEADER/PAYROLL OFFICER
Hired trained and coached staff to ensure maximum performance within the store

Developed new and low performing sales associates educating on sales methodologies as they applied to store offerings

Supported sales floor by implementing process improvements

Led Service Desk team in handling returns exchanges and complaints

Implemented new recruiting strategies to attract exceptional sales personnel

Responsible for running payroll procedures for company staff on a monthly basis.

Ensured that all new employees were registered on the payroll system on a timely basis.

Provided advice to staff answering their queries about time sheets and pay slips,as necessary.

Generated key commercial reports to the customer services manager to assist with winning new business.


Demonstrated ability to quickly learn organizational processes, workflows, policies and procedures of various companies.

Handled a range of administrative support and office management functions for clients including 

Answered telephones and courteously assisted customers within high-volume, deadline-driven settings. Earned a reputation for rapidly and calmly resolving customer complaints.

Achieved superior marks on client evaluations and repeatedly offered full-time positions at the culmination of temporary contracts.

flexible to working hours which is always 8 hours per day and sometimes extend to work at night shifts.

(Bachelor of Science in Business Administration)Major in Accountancy
                        1988 to 1990, University Of The East

OJT TRAINING AT BPI EXPRESS BANK(PHILIPPINES)

PAYROLL CLERK

Can calculate and issue pay by cash,cheque or electronic transfer

Familiar how to deduct tax and national insurance payments to comply with the latest employment law.

Excellent at confirming hours worked,in particular when dealing with overtime payments,to ensure pay is made accurately.



Graphics Designing     (Intermediate)  Currently used/5 years


Filing & Records Management   (Expert)   Currently used/4 years

Front-Desk & Phone Reception   (Expert)   Currently used/4 years

Office Management      (Intermediate)   3 Year ago

Calendaring/Scheduling/Meeting Planning   (Expert)  Currently used/4 years

Administrative assist Support    (Expert) Currnet used/4 years

MR.TARIQ ALGOSAIBI--GEN.MANAGER/OWNER--ALGOSAIBI DOCUMENT CLEARANCE (BAHRAIN)

(MOB:39457295)

MR.BAHER HAMDAN-COUNTRY MANAGER - NES GLOBAL TALENT(DAMMAM SAUDI)

(MOB:+966544217935)

RICHARD M.KLAUS -MS , MBA, CPA, CIA, CISA, CIDA, CCSA, PFSO
BDO Saudi Director of Risk Advisory Services

Emailadd:rickofarabia@yahoo.com

FLEUR C.DUBOUZET
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MANAMA,BAHRAIN
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