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Objective

To seek an active, Challenging and interesting position ploiall ping sa2illi e, lng hui wnin e daill
in a professional organization. Where my experience, ¥ ¥

creativity, and academic potential can be utilized to the UJJ'D Ut mm'wfm uiLm u_m G_u_a_n anhin 4
fullest for the achievements of organizational goals on aljlid aag Josl Lle dnplall Sililaolg clalg
mutually beneficial of the organization and myself a wlc Jalinll gaill agei il dinghAiill walaaill
highly quahfled adm|n|strlat|0n & humgn resources ‘ ,leg_n pang llc I afi alagn anid Lig , awwgall
manager with 17 vears' experience is seeking a o . i 7 7
managerial position with a well -organized and A5 pi o Sl i ge aul lale 17 apa go ayp
progressive Company which can enhance my Sl o Jndl go g jpjei laibn) dniding @il
experience for the best of the Company. ) as il

Education

° GLOMACS TRAINING & CONSULTANCY Gljlnimilg cujaill ellogla «
Degree: Lesser Master Srenll pimaln:aajall
Specialization: Human Resources Management &y iy 3jlgn @jla) :yanaill
Date of graduation: 27 ,April, 2017 2017 Jupi 27 :qpAill Ayl

Training

The Oxford Training College — Advanced Human Resources A padiall iaall pgliall - cuyjaill 3)gawAi dila
Management Professional Diploma — 30 April 2014 2014 4 i 30 - éu pinnll 3jlgall ajla)

General Organization for Social Insurance — GOSI — - drcloiadl alivnlill dolell dliall
7 September 2014 - 11 September 2014 Training drniill wyjai 2014 poitm 11-2014 poinm 7
Intellectual Development: ‘ , a1 paall
» Labour Employment in Management techniques ajlagl aliidi La dllnell wdihgi «
= The new Saudi Labour and workers system 23l Sageuwll Jloellg Joell plhki «
» Recent trends in Human Resources Management &y juntll ajlgall @jla) . ainall alalaidl «
= Advanced skills in Human Resources Management &y puntll ajlgall @jlal 0 dnidin dljlan
» Certificate of attendance — H2S Safety Awareness & Lo eujaillg aowlly dregill H2S - jgAa dalau
Breathing Apparatus Training — 24 March 2002 2002 yujlo 24 - guaiill ajaai
= Basic Fire Fighting Programme — SAIPEM Saudi Arabia - daloall SAIPEM - (gilpall @aalanl g_uJLuJiJI Qolipl
UNISAFE UAE - 8 May 2002. .2002 giln UNISAFE UAE - 8 - cuageuwll dujell

Languages




Experience

* ALBILAD FIRE FIGHTING SYSTEMS LTD 09 September 2002
Director of Administration and Human Resources
Company Industry: Manufacturing and Production
Job Role: Administration & HR
- Work as Business Developer in additional.

- Arranging tenders from websites (ETIMAD).

- Power of attorney from the Owner to deal with all matter
inside Saudi Arabia and outside the Kingdom of
Saudi Arabia. - Checking the monthly Payroll.

- Authorization of various memorandums related to
Employees’ benefits, salary deductions etc.

- Processing of IDs ad Access permits to Employees and
visiting engineers to various customer sites.

- Preparing and Authorization of Letters of Invitation for
visiting personnel.

- Authorization of various documents (customers, chamber
of commece, local purchase orders, employee
requirements, Employee Leave/vacation applications and
business trips etc.)

- Maintaining and updating of Employees Social Insurance
(GosI)

- Management of Medical Insurance Policy for the employees

and their dependents.

- Management and maintenance of Company fleet and its
insurance.

- Processing of Driving license for employees.

- Attending to vehicle accidents met by the employees.

- Processing of Exit/Re-entry visas and foreign visas for
vacation and business purpose of employees.

- Processing and renewing of Resident Identity(lgama) of
employees.

- Collection of cheques from customers for big purchase
orders.

- Preparation and arrangement of venues and all other
requirements for the seminar and customer presentations
as and when required.

- Maintaining Office, Factory and Accommodation buildings.
Note: | have attached herewith a separate job description.

Achievements

Branch office opening and getting required licenses

Proper balance of workforce and hiring to reduce cost

Making competitive job offers

Selecting talent individuals

Reducing cost of administration and HR to meet company budget
MOl approvals

Participating on govements bids
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