
 

Human Resources Manager 
Bussma Valuation Real Estate Company 
Human Resources Policies and Procedures.
Approves the regulation in the Ministry of Human Resources
Organization of files - assess the employees’s performance
Training and improving the employee. 
Supprt the employees and motivate them for improving skills. 
Improve the company’s strategies and Services. 
Aduit the salary budget - Supervise leaves requests
Monitor all the Human Resources operation

Human Resources Officer  
Bussma Valuation Real Estate Company 
 Renewal Official documents. 
Attendance Records - Announce the vacancies and coordinate interviews. 
Storage and archive the documents. - Coordinate meetings via “ Jisr HR System “
Create a database contain all the employee’s information. - Establish employees training
workshops.
formulate internal and external circulars and speeches
I made a comparative study between the best medical insurance companies and presented to
the department .
Follow up the Medical insurance Policy.
Jobs offers and Recruitment procedures.
Employment contracts . 
Salary Increment and promotions- Work on The financial Clearance.. 

Riyadh, Saudi Arabia    Email: May.Almshrafi@Hotmail.Com     M: 966506460094
https://www.linkedin.com/in/may-m-al-mshrafi-shrm-3212351a2

M A Y  A L M S H R A F I

A B O U T  M E

I seek to secure a challenging position in a
reputable organization to expand my
learnings, knowledge, and skills. Secure a
responsible career opportunity to fully utilize
my training
and skills, while making a significant
contribution success of the company.

E D U C A T I O N

2016 - 2018 • The International Retail
Academy
Human Resources Diploma degree 

H u m a n  R e s o u r c e s  M a n a g e r  

E X P E R I E N C E

2020
present

2019
2020  



Human Resources Officer: - Part time 
Jsaas Valuation Company: 
Renewal Official documents. 
Attendance Records - Announce the vacancies and coordinate interviews. 
Storage and archive the documents. - Coordinate meetings via “ Jisr HR System “
Create a database contain all the employee’s information. - Establish employees training
workshops.
formulate internal and external circulars and speeches
I made a comparative study between the best medical insurance companies and presented to the
department .
Follow up the Medical insurance Policy.
Jobs offers and Recruitment procedures.
Employment contracts . 
Salary Increment and promotions- Work on The financial Clearance.. 

Human Resources Officer  - part time 
jsaas Safety  Company: 
Human Resources Policies and Procedures.
Approves the regulation in the Ministry of Human Resources
Organization of files - assess the employees’s performance
Training and improving the employee. 
Supprt the employees and motivate them for improving skills. 
Improve the company’s strategies and Services. 
Aduit the salary budget - Supervise leaves requests
Monitor all the Human Resources operation

Employees Affairs and secretary 
Saudi Ministry of Health  - cooperative “

Courses:                                 Professional Certificates: 
performance Assessments.                                     1- SHRM certificate 
KPI course                                                              2-ISO 9001 
Administrative supervision

E X P E R I E N C E

2020
presnent

Present 

S K I L L S

Professional Microsoft office 

Computer skills   

Responsibility 

Team work 

self Learning -

Motivated-

Leadership 

2019






