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I strive to achieve outstanding performance in all assigned tasks,
focusing on improving quality and increasing productivity. My
goal is to continuously develop my skills and contribute to the
company's success, enhancing my professional reputation and
increasing my career advancement opportunities.
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e Degree: Higher Secondary School
Experience
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Position: Assistant Administrator / Acting Administrator
Company: Saudi Services for Electro Mechanical Co. (SSEM)
Duration: October 2013 to Present

General support to employees

Staff and manpower well-being and care

Managing site access requests

Collecting and distributing postal mail

Arranging work order approvals

Issuing gate passes and in/out control

Managing office supplies and materials

Handling site office expenses

Focal point for administrative tasks

Arranging travel for staff and visitors

Documenting and filing restricted documents

Posting jobs and demobilizing staff as per management instructions
Implementing employer/client policies for a safe work environment
Coordinating between senior management and general staff

Courses
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e HR Certification
e Microsoft Office Applications
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Hobbies ablgall
e Surfing the internet aipiiyl pani e
e Reading books Qilll Belyd  ®
® Listening to music wdiwgall ol gloiwl o
e Traveling pawll e
SKILLS wljlaall

Technical Skills:

e Microsoft Excel

e Microsoft Office

e Microsoft Word

e Computer Applications Knowledge
Personal Skills:
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e Communication skills Jaivl aljlao e
e Problem-solving aM4diall Ja e
e Employee records management aMauwll 6yla] @
® Recruitment and talent selection aalgall jlialg cauhgill e
e HR administration dypudl yjlgall 8)la] @
e Familiarity with labor laws Joell jilgdr dajeall e
e Conflict resolution aleljill gyla] ®
e Confidentiality dijull olc hlaall e
e Organization and teamwork 6aludllg gclonll Jooll ©
e Adaptability and leadership w4illg puhiill e
LANGUAGES alall
e English dijplaiyl e
* Hindi duaiall e
e Guijarati duiljlagell e
e Urdu diyll e
e Arabic dypell e
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ABDUL SUFIYAN SHAIKH

ADMINISTRATOR

P: +966 572113408 E: sufiyanaramco@gmail.com

A: Jeddah — KSA
Nationality :- Indian

DEAR MADAM/ SIR

| am interested in applying for the position of HR Administrator. This position
interests me because it involves both human resources and administration, two areas
that | am passionate about. | have experience as a HR Administrator with 11 years.

| am confident that | have the skills and experience required for this position. In my
previous role as HR Administrator, | was responsible for a wide range of HR and
administrative tasks. These included recruitment, performance management, training
and development, payroll, and general office administration. | have a proven track
record of being an effective and efficient HR Administrator, and | am confident that |
could do the same in this role.

In addition to my experience and skills. This has provided me with a solid foundation
of knowledge in HR theory and practice. | am confident that | can put this knowledge
to good use in this role.

| am keen to use my skills and experience to contribute to the success of your
Company. | am confident that | can make a positive difference in this role, and | look
forward to the opportunity to do so.

Thank you for your time and consideration.

Sincerely,

ABDUL SUFIYAN SHAIKH
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Full name ABDULSUFIYAN ABDULGAFAR Jolll puuyl
SHEIKH
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Approved by Ministry of Human Resources and Social Development
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