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Abdullah Khan

+966583459195 o Jeddah, KSA  abdullahmuhammad32@yahoo.com

PROFILE

Experienced professional with a strong background in office coordination, graphic design, and data management. Proficient in
all Microsoft Office applications, with a demonstrated ability to multitask effectively. Skilled in facilitating cross-cultural
communication and serving as a liaison between teams. Committed to delivering high-quality work and driving efficiency in
every aspect of my role.

EXPERIENCE

Office Coordinator (Graphic Design & Data Management) | Jeddah Midwest Dawah Association | 2019 — 2024

e Proficient in graphic design packages like Photoshop, creating visually appealing materials for various company projects.

e Acquired graphic design skills on the job, demonstrating adaptability and a willingness to learn new skills to meet the needs
of the organization.

e Utilized Microsoft Access to efficiently enter and manage data, ensuring accuracy and completeness in database records.

e Prepared and compiled monthly reports, utilizing Microsoft Excel to gather and organize data, and applied graphic design
expertise to enhance the visual presentation and effectiveness of the reports.

e Provided support as a receptionist, managing incoming calls, greeting visitors, and maintaining a professional and organized
reception area when needed.

e Acted as a liaison and translator between management and employees, facilitating effective communication in English and
Arabic both verbally and in written form.

e Translated various documents between English and Arabic, ensuring clarity of information across language barriers.

EDUCATION

International School with Cambridge Curriculum | Engineering Field | Graduated 2018

e Achieved exemplary grades, attaining Grade 1 (Highest) in English oral exam and demonstrating proficiency in ICT
(Computer).

e  Awarded O-Levels certificate accredited by Cambridge International Examinations UK.

e Completed studies in an English-medium program following the Cambridge Curriculum.

e Developed proficiency in various Microsoft Office applications and acquired foundational knowledge in web design.

SKILLS

Excellent Communication Skills

Improved communication and presentation skills by interacting with employees during job.

Fluent in spoken and written English and Arabic; can act as a translator.

Graphic Design and Editing Skills

Proficient in Adobe Photoshop and Illustrator for creating high-quality graphics and editing images with precision.
Experienced in Canva for designing professional-looking visuals and marketing materials with ease.

Knowledgeable in HTML, CSS, and JavaScript for front-end web development, creating responsive user interfaces.

Strong Computer Literacy and PC Skills

Proficient in MS Office Packages like PowerPoint, Excel, and Word.
Comfortable working through online platforms like Zoom and MS Teams.

References

Available on request



