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TALENT ACQUISITION SUPERVISOR & SAUDIZATION
(PHR)®-(HRCI)-( SHRM-CP)

2022 APR -PRESENT
TALENT ACQUISITION SUPERVISOR& SAUDIZATION

SHAWRMER CO TM.
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DUTY

e Implement approved HR division’s policies, processes, procedures and provide instructions to
subordinates and monitor their adherence so that work is carried out in a controlled manner day-to-day.

e Contribute to the identification of opportunities for continuous improvement of systems, processes and
practices considering leading practices, improvement of business processes, cost reduction and
productivity improvement.

e  Generate commitment, motivation and enthusiasm to team goals, and guide team members through
periods of change or uncertainly.

e Manage the coordination with the candidates ensuring that talent acquisition officers are informing the
candidates of all updates in the recruitment steps, and ensure that the interaction with candidates is
professional and maintains the good image.

SKILLS

Assessment and examination of innate abilities (psychological - verbal — Numerical ) ,

Organizational structuring, Job Structure and Design, workforce planning, team direction, overseas, labor office
system, human resource management, manpower planning, selection, development, training and performance
evaluation

ATS Oracle Taleo, ATS Zn HR Cavall, Leadership, Team Building, Motivation and Communication Skills, Strategic
Planning, Resilience to Work Under Pressure and Decision Making.
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Supervising the programs of the Human Resources Fund (HRDF).

project manager of a job application tracking system (ATS)(Zn HR Cavall).

Establishment of an overseas employment tracking system. ( Share point (Microsoft))

Supervisor of all selection and negotiation processes - overseas recruitment.

Supervising the programs of Localization of professions and maintaining the scope of Saudization
professions (Tawteen)

Manage and maintain the candidates database and ensure that it is continuously updated and relevant.
Write effective job descriptions that accurately reflect the role requirements and attract top talent
includes interview questions and required competencies.

Coordinating with hiring managers to ensure that all positions are filled in a timely manner

Reviewing resumes and applications to identify qualified candidates

Interviewing potential candidates to assess their skills and qualifications

Reviewing hiring trends within the industry to determine best practices for attracting talent

Working with human resources and other departments to ensure that all legal requirements are met
during the hiring process

Preparing reports on hiring trends and activities within their department

Coordinating with hiring managers and candidates to schedule interviews and meetings
Recommending hiring decisions based on the results of interviews and reference checks

Overseeing the administrative aspects of the hiring process such as scheduling interviews, conducting
reference checks, and administering drug tests.
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2019 TO APR, 2022
SENIOR TALENT ACQUISITION OFFICER

SHAWRMER CO TM.
» Leading & motivating the team.
» Implement approved HR division’s policies, processes, procedures and provide instructions to
subordinates and monitor their adherence so that work is carried out in a controlled manner.
» Contribute to the identification of opportunities for continuous improvement of systems,
processes and practices considering leading practices, improvement of business
processes, cost reduction and productivity improvement.
» Support in monitoring day-to-day activities to ensure compliance with stipulated policies and
procedures.
» Supervising the programs of the Human Resources Fund(HRDF).
» Attracting senior managers and consultants.
» Introduction for new Employees.
2016- 2019
TALENT ACQUISITION OFFICER
SHAWRMER CO TM.
> apply the recruitment process and standard in order to fulfil the vacancies and select the right candidates as per
the man -power plan.
> Follow all relevant xxx department Talen acquisition policies, processes, standard operating procedures and
instructions so that work is carried out in a controlled and consistent manner.
» Attracting talent according to MMP.
» Manage the HRDF (Old & New) Programs.
» Taqat Programs.
» Follow-up to the employee during the probation period.
» Employees on-boarding (At the start of employment - during the probationary period)
» External recruitment.
» Coordination with external client.
» Completion sponsorship transfer procedures.
» Preparation of Job Description.
» Manage the Oracle recruitment activities.
» Coordination with all departments to complete the works process

DECEMBER 2014 -2016

HR COORDINATOR
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Follow-up HRDF.

Printing letters of warning, termination & penalties.
Review attendance record with fingerprint.

Print contracts & distribution to branches.

Follow-up drivers and directing them to work tasks.
Medical insurance (Bupa) (add-delete-change degree
-choose hospital network to suit workers-financial claims).
Recruitment (receiving applicants and sorting CVs and processing and coordinating applicants for the
interview.




EDUCATION

e DIPLOMA IN HUMAN RESOURCES
MANAGEMENT .

AL-FAISAL ACADEMY INSTITUTE.
2015

TRAINING

Experiences Forum Training Center (EFTC):
Human Resource Management 2019.

The new decisions of the Ministry
of Labor and the Netagat
program.2019

Professional in Human Resources (PHR)®
Job Structure and Design (HRCI)
SHRM-CP

Interviewing Techniques.

Developing Credibility as a Leader.
Leading Effectively.

Microsoft Planner Essential Training.
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References:

Mr. Abdulmohsen Al-Rabiah (CEO)
arabiah@innovativefoods.com.sa
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Planning employment programs.2017

Communication and negotiation skills D CSTC
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Ms. Hadeel Al-Mansour (Human Resources Operations Manager)

halmansour@shawarmer.com

Mr. Nasser Al-Dariwish (Director of Government Relations)

njamal@shawarmer.com
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