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Professional Summary

I am an experienced sales administrator with vke years of experience in this industry 

and a successful trac, recordg

Adept at orzani.inz administratike dutiesg manazinz sales operationsg and zikinz 

outstandinz support to sales teamsb capaqle of reducinz proceduresg increasinz 

productikityg and assurinz effectike departmental communicationb demonstrated 

capacity to respond -uic,ly to client issues and -uestions and ,eep satisfaction lekels 

hizhb Effectike prioriti.ation and on time wor, completion are made possiqle qy 

stronz orzani.ational and multitas,inz s,illsb Outstandinz interpersonal aqilities that 

promote cooperatike connections with sta,eholdersg colleazuesg and clientsbC
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Efvciently manazinz contractsg amendmentsg and terminationsg ensurinz accuracy 

and adherence to lezal and company zuidelinesb

Proactike follow up with clients to zet sizned contracts and modivcationsg ensurinz a 

-uic, and efvcient procedureb

Hompilinz and preparinz a comprehensike list of azreementsg amendmentsg and 

terminations for the respectike monthg contriqutinz to the monthly reportb

Honductinz rezular chec,s on the dataqase inputs to ensure data intezrity and 

accuracyg promptly addressinz any discrepancies or errorsb
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Manazinz all transactions related to kisitors trakelinz to Saudi Araqiag ensurinz 

accuracy and efvciency in processinzb

Assistinz in qac, ofvce dutiesg such as kerifyinz and ensurinz all re-uired documents 

are complete and in orderb

2andlinz the duties of a Suqmission Ofvcerg transferrinz important data and 

transactions into the company9s systemg and maintaininz data intezrityb

2andlinz payment transactionsg ensurinz prompt and secure processinzb

Effectikely communicatinz with customers throuzh karious channelsg includinz 

telephoneg emailg and face to face interactionsg to address in-uiriesg prokide updatesg 

and resolke any issues or concernsb

4einz adept at handlinz customer complaints qy actikely listeninzg empathi.inzg and 

ta,inz prompt action to reach satisfactory resolutionsb
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4achelor dezree in Accountinz Information SystemC
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Aqility to &or, in a Team

Hollaqoration B Teamwor,

Attention to Detail

Homputer S,ills

Hommunication S,ills

Microsoft Excel

Hustomer Serkice

Microsoft Ofvce

Lat�ua�ed
Araqic

Enzlish
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