Human Resources Management

Mohammed Abdulhadi Aljassim
Saudi Arabia _Al Khobar City

+966 55 796 4401
Mohammad-Aljassim@outlook.sa

e

SUMMARY

Seeking for a related HR job work field help me to acquisition necessary knowledge and
skill that will develop self-attainment and develop the department that I will work with to
achieve company goals.

EDUCATION

02/01/2020
Institute of Public Administration — Dammam

(Diploma: Human Resource Management)

GPA:3.72/5

WORK HISTORY

(HR Generalist) Al Hoty Stanger Ltd co 2021 -Currently

Duties: 1.Day to day operations of all HR functions and duties.

2. Internal and external HR related inquiries or requests.

3.Handling the on/Off boarding process.

4.Handling Recruitment process, Search Coordination, Job Offers.

5.payroll entries update (Over time Process , Record, New Emp Salary and IBAN info)
6.Authentication employee contracts.

7. Updating personal Action at GP program.

8. Issue General Letters (Memo ,Warning , Investigations )

9. Issue New HR forms, Control Employees data and documents.

10.  Follow up the Attendance Record and tracking, deductions.

11. HRDF,Taqat,GOSI Mudad(Adding, Remove, Update, GOSI Certificate, Print Invoice, etc...

(HR Administrative Assistant)  Reliance Steel Industries
ko 2020 -2021
1-Provide all necessary assistance To the HR 4-Employee relation, provide the necessary form
department, find solutions for any required, lone, vacation, Custody Receipt,
government agencies problem and solve it, Warning and processes it.
GOSI, Mugeem, Ejar, Sehhaty, and 5-Supplier Registration at SAP Arriba and
Tawakalna. otherwebsites.
2-Enter and review employee data and 6-Follow up and provide all assistance for
ensure all necessary documents available, different departments, Quality Department, Sales
updated. and collection and provide all requirements
3-Handling employee Attendance, payroll. documents with updated one.
7-Recruiting, orienting, and training employees.




(HR intern) (Schlumberger Middle East)

Duties:

1- Review all available contracts for current accommodations, Change the
Expiry date for valid accommodation of employees.

2- Review and organize the files of job applicants and Coop Student.

3- Communicate with applicants for interviews, directing them to a medical check.

4- Inclusion students in the cooperative program, and register their personal information.

5- Conducting job interviews with the Recruitment Manager.

2019 - 2020

SKILLS

ol il o

Microsoft Application, Word, excel, PowerPoint.
Knowledge of HR policies/ Labor law /GOSI/Mugeem/Ejar.
Administrative Supervision.

Employee Relation.

CERTIFICATIONS
NEST (New Employee Safety Training
SIPP (Schlumberger Injury Prevention Program).
Introductions to Business Management.
Performance Management.
Administrative Supervision.
Managing meeting.
Administrative coordination.
AHSL HR Manager Recommendation

All references are available as need
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Schiumberger

P.O. Box 2836 ! 2836 <w.u=

Al Khobar 31952 .l dawg¥1 Bl porpeads iS _ 31952 sl

SAUDI ARABIA igs gaadl Ay pall 8Ll

Tel: +966 13 331 6121 SCHLUMBERGER MIDDLE EAST S.A. 966-13-3316121 ;s

Fax: +966 13 330 0204 C.R. 2074 2074 < 066-13-3300204 ;S
September 29, 2020

Certificate of Internship

To whom it may concern This is to certify that Mohammed Abdulhadi Aljassim, has completed an Internship
program with Schlumberger Middle East S.A. as a Trainee with HR from 10-Nov-2019 to 31-Jan-2020.

This certificate is issued upon the request of Mohammed without any responsibility on the part of the company
and its signatories.

Yours truly,

For Schlumberger Middle East S.A.

Hamoud Al-Mutairi
Saudi Personnel Manager, ARM

Schlumberger-Private
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Date: 30/11/2021

dclunll ULaJuchﬁJ_fhg;@
Reliance Steel Industries

1443/04/25: &,

b eMalgdan sl g g

SERVICE CERTIFICATE &CLERANCE

This is to certify that :

Mr. Mohammed Abdulhadi Ali Al-
Jassim

Badge No. :2009

Nationality : Saudi

ID: 1101755971

Was employed by ( RSI ) Reliance
Steel Industries .

From: 01/12/2020
to: 30/11/2021

And his last position in the company
was:
HR Assistance

The company is not required to have
any obligations or covenant

It demands that any company
obligations,

This certificate has be iven to him
upon his request without obligation
of (RSl ). )

1 C.R. 2050085583 - ind. Licence 2728
| Darmmam 2nd Industrial City, Str. 27

+866 13 8125152 / 8125901
Fax: +966 13 812 5152
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AL HOTY-STANGER LTD. CO.

Independent Laboratories & Materials Testing

C.R. 2051002999 - PAID UP CAPITAL SR. 6,689,186

Building No. 2456, lhsan St. Al Taawun Area, GCC ROAD

P.0. Box 3072 - Al-Khobar 31952, Kingdom of Saudi Arabia

TEL.: 013 808 4317 / 808 7518 / 808 7517 / 808 5217 / 889 1000

Fax: 013 898-1466 - E-mail: admin@alhotystanger.com
Website : www.alhotystanger.com

Dear Reader,

b gla — plall i
Gen. Manager - H. Al-Hoty

@ JU, TN T JolSUL gyl U el - ¥ oV TR
el g abaatl e 3B o el ke sl p LS T R0 05 e
Isgedl gl ARSI TASOY o ) - YeVT oo
AT ACALTAYAAVONYATACAYOVVIA-A BT VY IANS Vo vy il
admin@alhotystanger.com: s, SJ¥l o Ji- AT AR A VETT 51
www.alhotystanger.com Ll e

It is with great pleasure and honor to write to you regarding Mr. Mohammed Abdulhadi Aljassim
Whom I have come to know for one year and in that time, I had the great privilege of working
with him as team member and as direct manager at Al Hoty Stanger LTD Company.

Over this period Mohammed has shown the rare capacity to hold dynamic role, and handle
various unrelated responsibilities with the appropriate care and attention required.

Whether on a team or as an individual Mohammed regularly stands out amongst him peers as a
natural leader. He is well informed and intelligent equipping him form opinions, share him point
of view and analyze the pros and cons of various courses of actions; adding value to any

brainstorming session, or group meeting.

Mohmmed has a self-motivated and determined personality that combined with him flexibility in
work and commitment to supporting him team are characteristics which are paramount for
growth and development. I fully believe in Mohammed capacity for successful and it is with
great sincerity to give him my full recommendation as I am confident he can accomplish
whatever he desires, and would be a valuable asset.

Best Regards,
Hussa Al Dossary
HR Manager

Al Hoty Stanger LTD Company.

Regional Offices and Laboratories Saudi Arabia

Jubail Tel.: (013) 341-6791 - Fax: (013) 341-0642
Heful  Tel.: (013) 586-3210 - Fax: (013) 587-1420
Riyadh Tel. (011) 478-4292 - Fax: (011) 479-2058

Jeddah Tel: (012) 660-1924 - Fax: (012) 665-6742 S e,
Yanbu Tel; {(014) 322-5495 - Fax. {014) 391-7471 é“ ‘%
U. A E. 2 Ill I_I 5
Abu Dhabl Tel ; (02) 564-2234 Fax - 554-7015 % é‘a
Dubai Tel: (04) 347-2201 Fax : 347-2727 “dom 530

Jebel Ali  Tel: (04) BB1-8481 Fax 881-8481
Sharjzh, Kalba Tel.. (09) 277-9543 Fax : 277-9545
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Future
Learn

Certificate of Achievement

Mohammed Aljassim

has completed the following course:

INTRODUCTION TO BUSINESS MANAGEMENT
KING'S COLLEGE LONDON

This online course explored how to manage people, money and information, and how to develop your

own management and leadership style.

4 weeks, 4 hours per week

V-

Sonny Peart
Module Leader for Business Management, King's Foundations
King's College London

7 ING'S
College

LONDON

completed t ivities in the This learner has not verifiad their identity

6 not imply the award




ING'S
College

LONDON

TRANSCRIPT

Mohammed Aljassim
has completed the following course:

INTRODUCTION TO BUSINESS MANAGEMENT
KING'S COLLEGE LONDON

This course introduced foundational business » Managing Information: different information
concepts, tools and terminology whilst exploring types and key information mane

ement issues

four key aspects of business management: * The roles businesses play in the
managing money, managing people, managing and communities, and socia /
information, and - most importantly — managing * Aspects of growth and the effects of success
and understanding yourself. Throughout the

course, participants were encouraged to reflect

on their own management and leadership style

and consider the concepts of success,

sustainability, and social responsibility.

STUDY REQUIREMENT
4 weeks, 4 hours per week

LEARNING OUTCOMES

Apply a range of business concepts, tools and
terminology to common business situations
Explain the importance of business management
for you and your community

Identify your own skills, interests and ideas, and
how you can continue to develop them

Explore opportunities and challenges of working
with others: including collaboeration, listening to
others, feedback, negotiation

Explain the important aspects of a business idea
to potential customers and investors

.

Reflect on what you've learnt and how you will
apply this now
SYLLABUS

* Managing yourself: introduction to management
and leadership styles.

Managing money and key financial concepts,
including the implications of various sources of
finance and the relative importance of cash flow
and profit

* Managing people, stakeholder management and
professional communication.

. Future
Ag futunatenrn,com/certificatos/Tauzhg Learn
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