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Hassan Hazza Sumaily

hassanalsomaily1417@gmail.com +966509566465 https://www.linkedin.com/in/hassan-alsumaily-9a5491187

PROFESSIONAL SUMMARY

Results-driven Administrative Professional with a Bachelor’s degree in Business Administration, experienced in administrative operations, workflow
coordination, executive reporting, and data analysis to support strategic decision-making. Completed on-the-job training at Farasan Ferry Ticketing Office
under the Tamheer Graduate Development Program, gaining hands-on experience in customer service, reservations management, data entry, and
ERP/administrative systems. Demonstrated ability in process improvement, operational efficiency optimization, service quality enhancement, and
regulatory compliance. Proficient in Microsoft Office (Excel, Word, PowerPoint) and digital systems, with strong competencies in problem-solving, time
management, cross-functional collaboration, and KPI-driven performance to deliver measurable and sustainable business outcomes.

WORK EXPERIENCE

Tourism specialist — MARITIME SHIPS COMPANY FOR OPERATIONS AND MAINTENANCE 82025 -3 2026
e Managing and organizing passenger and vehicle bookings efficiently

e Accurately entering data and issuing tickets in accordance with approved procedures

« Monitoring ferry schedules and coordinating with operational teams

e Organizing boarding procedures to ensure smooth passenger and vehicle flow

« Providing professional customer service and handling inquiries effectively

e Preparing accurate operational reports to support performance improvement and decision-making

EDUCATION

Bachelor of Business Administration — Jazan University 2019

SKILLS

Technical: Proficient in computer applications and administrative systems - Advanced use of Microsoft Office for reporting and documentation - Data entry and database
management with high accuracy - Preparing and analyzing operational reports - Document control and electronic filing systems - Monitoring workflows and updating
records

Soft Skills: Effective communication and interpersonal skills - Customer service and client relationship management - Problem-solving and decision-making abilities -
Teamwork and collaboration - Time management and task prioritization - Adaptability and flexibility in dynamic environments - Ability to work under pressure - Attention to
detail and accuracy

CERTIFICATIONS

Retail Banking Foundations - Third Edition — The Financial Academy (2023)
Project Management — Doroob (2025)

Executive Secretarial — Doroob (2020)

Business Development and Organization — Doroob (2022)

Upgrading organizations competencies — Doroob (2022)

Recent Trends in Human Resource Management — Doroob (2021)

Human Resources — Dorobb (2021)

Effective Communication — Doroob (2026)

Digital Transformation — Doroob (2022)

Career Creativity — Doroob (2022)

Supply and Logistics Management — Doroob (2026)

Effective Communication — Doroob (2026)

Decision-Making Strategies — Institute of Public Administration (2026)
Risk Management in Projects — Institute of Public Administration (2026)
Human Resource Development — Institute of Public Administration (2025)
Principles of Human Resource — Institute of Public Administration (2025)
Human resources planning — Institute of Public Administration (2020)
Administrative coordination — Institute of Public Administration (2020)
Effective communication at work — Institute of Public Administration (2020)
Customer Service Principles — Doroob (2022)

Excellence in Human Resources Management — Doroob (2026)
Institutional Excellence — Doroob (2026)

Customer Service — Doroob (2026)

LANGUAGES

Arabic (Native) - English (Professional)



