Fareed Mahallawi
Saudi
25 Dec 1978

HR Manager , Supervisor

M KSA -Yanbu —Madinah -Jeddah
@ +966552557770
< feremh06@hotmail.com

LinkedIn https://sa.linkedin.com/in/fareed-mahallawi-a88b8039

Currently working Acting HR & Admin Manager Feb 2014

till now with(CastrloI —Alkhorayef Lubricants Co)
H3
= Lasrrend

Job Description

Responsible for communicating and coordination with Royal
Commission & MARAFIQ for Manage the project contract
and the receipt the land of factory and all the necessary permits
to building the project plant

-Responsible for communicating and coordination with the
industrial security management, security installations and the
government

- I was first employee appointed to start the construction of the
lubricant plant project, also responsible for the process of
transformation and moving employees from project to operation

-Was in charge of hiring and terminations, employee placement,

training, development, and payroll compensations and benefit
packages. my job also included labor relations. Additionally, |
was in charge of overseeing the personnel budget.
-Maintaining employer-employee relationships that contribute
to satisfactory productivity, motivation, and morale..
-Preventing and resolving problems involving individuals
which arise out of or affect work situations.

-1 was responsible for opening/Renewal/issue government
accounts ,license and certificates to start the project and operate
(commercial registry - labor office - GOSI - initial and final
industrial license, etc.)

-Issue the work visa and communication and coordination with -
external recruitment agencies to provide employment
-Conducting the interviews with the candidates

-1 have knowledgeable and expert of many issues like labor
laws, employee benefits, worker compensation, and labor
litigation and labor court cases in the Ministry of Labor

Job title: HR & Purchasing Manager 2012 — Mar 2014
Was in charge of hiring and terminations, employee
placement, and payroll , GOSI , Labor law Employee
files ,Over time , Vacations, Medical insurance ...etc
Approving, following up and ensuring that the daily
purchase requests are executed ,providing the best
suppliers and following the changing prices of market
Job title : HR & admin manager 2009 — 9/2012
-Establishing regulations and policies of HR. dept to
organize work according to the company policy and the
Saudi labor law

-A member of the Management Committee, participate to
vision

-Main responsibilities include.

-Plans, organizes, and controls all activities of the -
department, including the development of

department goals, objectives, and systems.

-Saudization plans, obtaining the working visas required
for the business expansions

-Implements and annually updates compensation -
;program; rewrites job descriptions as necessary
-Conducts annual salary surveys and develops merit pool;
monitors performance evaluation program

and revises as necessary

- Ensure that all Internal Control Standards and Group
rules and standards linked to Human Resources are
implemented and the related procedures are applied
-Was in charge of hiring and terminations, Payroll,
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compensations and benefit packages. my job also



mailto:feremh06@hotmail.com
https://sa.linkedin.com/in/fareed-mahallawi-a88b8039

included labor relations. Additionally, I was in charge of
..overseeing the personnel budget

Job title: Personnel Manager 2007 — 2009

1-Was in charge of hiring and terminations, employee
placement, training, development, and payroll
compensations and benefit packages. my job also
included labor relations. Additionally, | was in charge of
overseeing the personnel budget.

2-Maintaining employer-employee relationships that
contribute to satisfactory productivity, motivation, and
morale..

3- Preventing and resolving problems involving
individuals which arise out of or affect work situations.
4-Providing advice to supervisors on how to correct poor
performance and employee misconduct.

5-Providing information to employees to promote a better
understanding of management's goals and policies.
6-Providing information to employees to assist them in
correcting poor performance, on or off duty misconduct,
and/or to address personal issues that affect them in the
workplace.

6-Advising employees about applicable regulations,
legislation, and bargaining agreements.

7-Advising employees about their grievance and appeal
rights and discrimination and whistleblower protections.
8-Investigated issues of potential harassment, retaliation
and extreme misconduct within the organization.

5 - Gulf Agency Company Saudi Arabia

Job title: Agent for Ships Petroleum 2005 — 2006 :

I worked as a customs agent with Aramco and Vela
International for Qil Transportation , | was responsible
for care about the transactions related to the docking of
oil ships at the port, Shipping Manifest . ensuring the
integrity of the process with the relevant authorities, and
completing the procedures for loading / unloading
Ensure the integrity of the ship's reception documents at
the quay as well as the departure ,provide all logistics
Services .

Job title: Personnel in charge 2002-2005:

Was in charge of hiring and terminations, employee
placement, and payroll , GOSI , Labor law Employee
files ,Over time , Vacations, Medical insurance ...etc
Job title: sales coordinator 1999-2002 :

Ensuring customer accounts and matching that with the
required quantity, and controlling loading according to
the factory's capacity and selling to cash customers
Language

ARABIC & ENGLISH Fluent

Skills:

Microsoft office , leadership , drafting job regulations
and HR policies matching with labor ministry law
Education

HR Diploma

Courses:

1 - A training course in Human Resources Management
2 - A training course in Leadership Management
3—-1S0O 9001 : 2008 Awareness

4 —1SO 9000 : 2008 Internal Auditor
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