Nadeem Ahmed
+966536860308
nadeemiiht@gmail.com
Dear Hiring Manager,
I am delighted to have the opportunity to apply for this position. I am highly efficient and enjoy organizing and administering to the needs of my office and office personnel. I am always interested in learning new techniques and skills. 
As an External Schools Coordinator for the office of CONUS Support Office at Vinnell Arabia, Riyadh, I responsible for coordinate and maintaining the external (Out of Kingdom) training schedules of the Ministry of National Guard, Saudi Arabia International Military Students. I kept the calendar, ran reports on metrics, organized meetings and coordinated between the offices of the OPM-SANG and CONUS Support Team in the United States.
I have many years of experience in running a large and complex office, and I thrive on meeting and surmounting challenges that come up during the workday. I can prioritize tasks in order of importance and time, and I'm proficient in the use of many types of time-tracking software. I am also highly skilled in most Microsoft Office programs. I can bring much knowledge and skills to your organization. 
Thank you for your attention to my application. I am looking forward to the prospect of meeting with you and learning further about the needs and goals of your organization. I have had a fulfilling time working with the staff at Vinnell Arabia LLC Company, Riyadh, and I would love working alongside the staff of your organization.
Sincerely,
Nadeem Ahmed
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