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ABDULRAHMAN BIN ABDULKARIM ALGHAMEDI ¢ +966555669802

Secretary - Administrative Assistant ; f_‘"‘”f‘:lrab‘a’ Riyadh
InKedain

SUMMARY

As a seasoned Project Management and Business Control professional with +6 years of experience in real estate, contracting, inventory
management, and administrative operations, bringing a strong track record in developing and executing real estate marketing strategies,
providing expert client consultation, and fostering relationships with investors and developers. Excelling in data analysis and administrative
process management, consistently driving improvements in operational efficiency and quality. Adapt in overseeing project implementation to
ensure compliance with technical standards, as well as managing inventory and controlling material and equipment resources effectively.

CORE COMPETENCIES

¢ Project Management e Business Monitoring ¢ Planning and Implementation e Customer Service
¢ Real Estate Marketing e Performance Evaluation ¢ Quality Control ¢ Accounting

¢ Human Resources Management e Contract Management o Safety and Security Management e Problem Solving
o Data Analysis e Reporting ¢ Work Organization ¢ Microsoft Office

EXPERIENCE

Real Estate Marketing Specialist
Majd Riyadh Real Estate Office | Jul 2021 - Aug 2024

¢ Developed and executed marketing plans to promote properties for sale or rent.

¢ Advised clients on available options and provided detailed information about various properties.

o Arranged property viewings for potential buyers or renters, offering comprehensive explanations of property features.

e Assisted in the preparation of sales and rental documents and contracts.

¢ Monitored real estate market trends and gathered data to analyze competitive offers and market advantages.

¢ Built and maintained a network of relationships with clients, investors, and real estate developers to ensure ongoing marketing opportunities.

Administrative Affairs Manager

Al-Tur Hotel Management & Operation Company | Jan 2022 - Aug 2023

e Managed and oversaw all administrative operations, ensuring compliance with established policies and procedures.
e Led recruitment and hiring efforts to attract and secure the most qualified talent.

« Monitored employee performance evaluations and provided guidance to enhance productivity.

o Liaised with suppliers and external partners to manage contracts and business agreements.

e Prepared and presented monthly and annual administrative performance reports to senior leadership.

e Supervised facility maintenance and oversaw the management of assets and equipment essential for operations.
e Developed and executed strategies to streamline administrative processes and improve efficiency.

Inventory Control Specialist

Green Building Construction Company | Dec 2021 - Jul 2022

¢ Monitored inventory levels and regularly updated records to ensure information accuracy.

¢ Received materials and checked their quantities and quality against invoices and purchase orders.

¢ Recorded all stock transactions and consistently updated the system to maintain transparency.

¢ Analyzed data to assess consumption trends and project future requirements.

o Implemented safety protocols in warehouses to maintain a secure working environment.

Business Controller
Architectural Arts Contracting Company | Jan 2018 - Sep 2021
e Supervised daily site operations, ensuring adherence to engineering plans and technical specifications.
¢ Resolved on-site issues and provided essential technical support and guidance.
¢ Monitored the quality of completed work and conducted inspections to confirm compliance with project requirements before advancing to
the next stages.
o Documented all site activities and technical notes for review and performance assessment.
« Implemented occupational health and safety procedures, ensuring all workers followed preventive measures.
o Assisted in developing work schedules and ensured their precise execution to promote effective project progress.

EDUCATION

Diploma’s Degree in Office Management | College of Technology, Al Baha - Technical and Vocational Training Corporation

CERTIFICATES AND TRAINING COURSES
¢ Information Technology (IT) in the Workplace - Microsoft Program
o Data Analysis
e Labor Culture According to the Saudi Labor System
e Excel Spreadsheet Program
e Sales and Customer Service Skills

LANGUAGES
e Arabic e English



