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From 01-07-2013 To 01-01-2018
Personnel Manager - Almarai
< JOB TASKS :

Strategies & Planning
Investigations

Localization & Turnover
Performance evaluation & KPls
Career fairs & Local events

HR Operations & Dashboard

HR & Policy Development
Fingerprint time attendance report
Coordinating training courses

From 01-03-2013 To 30-06-2013
Human Resource Supervisor - G4S
< JOB TASKS :

Management function

Facilitating HR processes

Payroll- Vacations - Final settlement
Attendance & absence report
Promotions & recruitment report

From 31-10-2012 To 01-03-2013
Human Resource Coordinator - SRACO
% JOB TASKS :

Vacations & Warning letters
Government relations

Civil defense & Municipality licenses
Chamber of Commerce & Ministry of
commerce & Moden matters

From 01-08-2011 To 31-10-2012
Recruitment Specialist - Nissan
< JOB TASKS :

Interviews

Sorting CV as needed

Complete recruitment process
Recruitment plan as per budget

Exit interviews to reduce turnover & costs
HR Reports (weekly, monthly & yearly)
Compensation & Benefits

Evaluate an insurance policy
Administration & Government relations
Legal matters

Recruitment activities in & outside KSA
(Nepal- India- Tanzania- Kenya- Sri Lanka)
Security & Safety Rules

Advertising vacancies & reviewing CVs
Saudization program

Performance evaluation report
Government relations such Igama- reentry
visas- final exit-Labor office cases-MOL)

External Recruitment (Egypt- Sudan)
Disengagement process

HRDF Support

Staff accommodations

Daily HR letters

HRDF Support

Job description & Career fairs
Vacancy announcement

External Recruitment (Philippines)


mailto:Majed.Alotaibi@live.com

From 01-11-2006 To 31-05-2009
Recruitment Specialist - Exel-DHL (Aramco Contractor)
% JOB TASKS :

=ariE -
e Interviews e Sorting CV as per Aramco requirements
EX@_I_{_Z e Job description e Candidates database
e Recruitment plan e Career fairs
e Salary scale e Recruitment budget
e Complete recruitment process from e Employee files + (Checklist)
Aramco side until issued ID e Career day for Saudi Universities
* EDUCATION & TRAINING COURSES
/ \ 2008
wiltion Human Resources Management Diploma - Al-Hussan schools & training center (Dammam)
_'u,‘n 2020
il loat fanl ool Fundamentals of Management - Human Resources Development Fund
_'u,‘n 2020
il gt Agal) Soob Cyber Security - Human Resources Development Fund
_"|,‘D 2020
il et fgei oot Labor Education - Human Resources Development Fund
L Aol D 2016
cgdJl joc.d
r,\rﬁlm?j?wjﬁ;gu.” Investigations Management - Lawyer Dr. Omar Al Kholi (Riyadh)
. éD 2015
- Msslgcconswﬁns Interview skills workshop - Meirc Training and Consulting Center (UK-Riyadh)
Spearhead 2015
Ty Planning & Organizational skills course - Spearhead Training Center (Dubai)
2015
CCegar Supervisory Development Programme SDP - Cedar Center (UK-Riyadh)
Interpersonal & Communication skills course - Spearhead Training Center (Dubai)
A
» 2010
VANCOUVER ISLAND ] . .
UNIVERSITY English course - Vancouver Island University (Canada)

2003
English & Computer course - Institute of Public Administration (Riyadh)

e Working under pressure e Using systems (SAP- KARADAG- ORACLE)
e Excellent computer skills e Dealing with both Arabic &English

References : Available upon request
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