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Personal Information:

e Name: Abdullah Sultan Bin Mahfouz

e Address: Sulimina District - Jeddah -
Kingdom of Saudi Arabia

e P.0. Box: 34199 - Jeddah 21468 -
Kingdom of Saudi Arabia.

e Email: Address:
abdullamahfouz@icloud.com
Mobile number: 0503355933

e Marital status: Married
Nationality: Yemeni

Educational Qualifications:

e Jhon Carroll High School - 1981-1982 -
United States of America

Work experience:

Work experience of 37 vears in various sections in
following Companies.

1. SEDCO Holding Company - 1997-2020.

A. Worked as an Executive Secretary of the
Office of the General Counsel in the Legal
Department from 2005 till 2020 with the
following tasks:

e Record all cases' hearing dates in the
system and follow them up.

e Record all meeting dates for the General
Legal Counsel.

e Make travel reservations, obtain visas, and
reserve hotels for the Legal Counsel.

e Receive the daily mail for the General
Legal Counsel

o Issue and review Power of Attorneys from
the Notary Public

e Cancel Power of Attorney from Notary
Public, if needed.
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Create files for cases and for the
Companies.

Receipt of petty cash custody for work
requirements.

Purchase of office supplies and stationery
for the office.

Make  maintenance  contracts  for
photocopy machine and others equipment.
Administrative Assistant in the work of the
Legal Advisor in Board meetings (Board
Secretary).

Prepare the Agenda for the Board of
Directors meeting.

Print meeting documents, save them in
files, and distribute them to board
members well in advance before the
meeting.

Print the meeting minutes after receiving
it from the Board secretary.

Circulate the final Minutes for the purpose
of signature the Board of Directors
Members.

Print the resolution convey of Board of
Directors resolutions.

Making hotel reservations for Board
members from outside the Kingdom, along
with arranging a work lunch for them.
Arranging  transportation for Board
members from the airport to the hotel and
back.

Prepare Invitations to shareholders for
attending the General Assembly meeting
of the Shareholder, which held annually.
Prepare the Assembly meeting documents
and sending them to the Shareholders
before the meeting.

To assist with the distribution of materials.
Print the meeting minutes and its
resolutions and follow up on the partners’
signature on the final version of the
meeting minutes.

. Administrative Secretary for the Office of

the Vice Chairman of the Board of
Directors from 1997 till 1998, for the
following assignments:
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~ Record all meeting dates for the Vice

Chairman, and print all required
documents.

Making travel, airline reservations and
hotel reservations for the Vice Chairman.

Administrative Assistant in the Department
of Direct Investments Group from 1998 till
2004, for the following assignments: -

Receive of petty cash.

Purchases of office stationery.

Printing all required document.
Maintenance contracts for photocopy and
fax machines.

General public relationship.

National commercial Bank from year
1987 till year 1996, worked in the
following functions:

Incoming and outgoing remittances
Department.
Teller job.

Saudi Fransi Bank from year 1982 till
year 1986, worked in following
functions:

Deposits section in Saudi riyals.
Deposits section in foreign currency.

International Petrochemical Company
Ltd. (UNICOM) from year 1996 till year
1997, worked as an administrative
secretary for the company director as
per the following tasks:

Record meeting dates.

Print all required documents.

Make airline travel reservations.

Make hotel reservations outside the
Kingdom.

Obtaining travel visas from the European
Consulates.
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Trainings:

Skills:

Secretary and Office Management - Year
2000.

English language courses from the British
Council - Year 1999.

Courses in Microsoft Arabic - English -
Year 1996.

Customer service skills with the National
Commercial Bank - year 1990.

Learning English Language Course in
America - Year 1982.

Attended various courses with Meirc
Training and Consulting Company from
SEDCO Holding Company.

Attended various courses from the
National Commercial Bank Training
Center.

Good in English language (conversation
and writing).

Computer Skills (Very Good)

Customer Service Skills

Very good skills in public relation.
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