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Administrative Coordinator | 4)a) 4duis

Saudi Arabia ¢ +966 53 393 9934 -+ sahabx6@outlook.sa < linkedin.com/in/sahab-mohsen-443507214

OBJECTIVE ol gl cdagd)
Results-driven Administrative Coordinator with 3+ ped (B8 Al e Dl i ¥ (06 ST i 3 jaaia A )] Alusia
years of experience supporting daily operations Oe ASaie Jlee Y lexd 5 nall dle )l Sl 2 dpe sall Sllaal)
across healthcare and business services Alad 4i€e Allee axs ) 203 «CRMs Odoo ERP dekil
environments. Proficient in Odoo ERP and CRM Addaia g

systems. Committed to delivering efficient and
organized office operations.

EDUCATION raaladl) Ja gal)
+ Diploma in Marketing Gl asly o
Institution: Technical and Vocational Training el s (A oy il Aalall s gl calail) dga
Corporation (TVTC) Yo¥Y zoadl &l

Graduation Date: 2021
Y el clndai o gly e
 Diploma in Computer Applications gl 5 Al Aalal) o 5l aladll dga
Institution: Technical and Vocational Training YOVY iz il & b
Corporation (TVTC)
Graduation Date: 2022

Experiences <l )
Administrative Coordinator 4 dbda
Address Healthcare S Gl Gl
January 2025 reve uli
» Coordinated daily administrative and
operational activities across 3+ departments. ¥ oo S e Bae gl Adisall g Ay lay) Al el e
» Operated Odoo ERP and CRM systems to IR
manage contacts, track sales team, and Juai¥l clea 5 412¥ CRMs Odoo ERP kil Juads o
generate weekly reports. o e ) s lagaal) aii g
» Maintained and updated company records with Y e 3By Lghaat o A il cflas e Blall .
100% accuracy and accessibility. A0S e (et A€ Aol VLAY b o

« Streamlined internal communications as a
central coordination point.

£ anl) dadd Aliaa
Customer Service Representative ol e Bl
Meras Clinic NVEENT
2023 — 2024
+ Handled 50+ daily patient inquiries and il 5 paiaall e gy Tluind 04 e ST e Jaleill o
appointment requests. e gall
» Reduced scheduling conflicts by implementing i, o JUas udss I G 3 gaall il Jlad s o
an organized appointment system. o) ilh e a5 Ao &)y SOlam Gle Blial)

« Maintained accurate administrative records and
supported clinic staff.

L) S sall cilabe aas 2 al) Jlfia 4l
Patient Reception Clerk | Consulting Center © Fol g | g2 >4

FeFr—Y.or.
Clinics Complex .
2020 — 2022 P e lds +¢ &a Olbaadill 3aaxta 30be = PAPREN| a\j .

» Managed scheduling for a multi-specialty clinic, i) e 3l el dis @Ol e sl

handling 40+ daily visitors. < . .
. . . LaladY) o aatl) ) AuiSall cililaall .
« Maintained accurate patient records and Pl Gt Gl et A Faxl oo

responded to inquiries promptly.



» Supported daily office operations and inter-
departmental coordination.

Courses
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« Digital Marketing Basics
 Riyali Financial Management Course
 Skills of Job Seekers

Skills

a8l G sasdl) il
Ubd\ EJ\JwQL’\J'&J}J .
el e fialll Gl Jlgae o

Q\JLQ-A-“

+ Odoo ERP & CRM Systems
» Microsoft Office Suite (Excel, Word, Outlook)

+ Office Administration & Records Management

» Customer Service & Client Support
» Cross-departmental Communication
« Problem Solving & Teamwork

Languages

CRM; Odoo ERP kil «

Microsoft Office (Excel, Word, Outlook) &<~ -«
Ml g CailSall 3 la) e

?.@_A.Cﬂj e lazll d0dA

Al G dual gl o

eleall Jaall 5 OGN Ja o

cilatly

+ Arabic — Native
» English — Professional Working Proficiency

AN AR — Ayl e
e (Fien (5 sie — L lay) .



