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Position: Talent Acquisition Specialist
Working Experience: Overall, 12 Years
Educational Qualifications: MBA, Bachelor of Science
Current Location: Tabuk, KSA
IQAMA No. & Status: 2541838047, Transferable
Mobile: - +966-573207388 / +91-9681714119
Email: shamim.akhtar689@gmail.com Birth Date: 03rd August 1986|Gender: Male
Passport No: U3913108|Expiry Date: 6thDecember2030

PROFESSIONAL SUMMARY:
Talent Acquisition Specialist with extensive years of functional experience serving top management in a multi- national environment. Excellent multilingual skills, problem resolution abilities, and a high level of confidentiality. I would like to do the job with a great sense of responsibility and always expect to make a positive contribution and prove myself as an asset to the organization. Seeking an administrative position in an organization where I can be part of a team that’s determined to fulfill the Organization’s set objectives and enhance my skills.
PROFESSIONAL SKILLS:

· Administrative Support		Interpersonal Skills
· Team Leadership		Document Management
· Supporting Senior/Executive Level Management		Recruitment
· Filling & Data Management		Payroll Management
· Proactive & Strategic planner		Site Management
· Reporting Proficiency		Travel Management
· Camp Management		File Maintenance

· Visa Application
· Project Management
· 
Event Coordination
· Writing & Editing
· Ability to Self-Organize		Prioritize work & meet deadlines.
· Time Management		Well versed in MS Office Suite

TECHNICAL SKILLS:
· Operating System (MS-DOS& MS-Window)
· Microsoft Office Suite-Word pad, Word, Excel, PowerPoint, Outlook, Notepad)
· Typing speed: 55wpm, 98%accuracy.
· EIP Software

EDUCATION:

	Sl. No.
	Degree
	Institute Name
	Address
	Duration
	Degree Type

	1
	Master of Business Administration
	Sikkim Manipal University
	Kolkata, India
	Apr 2010 – Apr 2012
	Masters

	2
	Bachelor Of Science (B.Sc.)
	The University of Burdwan
	Burdwan, India
	May 2005 – June 2008
	Graduation

	3
	Higher Secondary (HS)
	WBCHSE
	Kolkata, India
	Mar 2002 – Apr 2005
	Undergraduate

	4
	Matriculation (Class X)
	WBBME
	Kolkata, India
	Jan 2001 – Feb 2002
	Matriculation

	5
	NEBOSH IGC Level 3
	NEBOSH, UK
	UK
	Feb 2021 – Apr 2021
	Certification



EMPLOYMENT HISTORY:
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	Name of organization
	Designation
	Address
	Tenure
	Client
	Sector

	1
	Salini Impregilo S.p.A. / Webuild S.p.A.
	Talent Acquisition Specialist
	Tabuk, KSA
	Feb 2023 – Present
	Bechtel, Neom
	Construction

	2
	INCO Group of Companies
	Recruitment Officer
	Doha, Qatar
	Jul 2021 – Jan 2023
	Fitchner
	Oil & Gas

	
	Doha Petroleum Construction Company
	HR Administration Officer
	Doha, Qatar
	Jan 2020 – Jun 2021
	Qatar Petroleum
	Oil & Gas

	3
	ALYSJ-Joint Venture, Goldline Metro
	HR Administration Officer
	Doha, Qatar
	Mar 2015 to Dec 2019
	Qatar Rail
	Construction

	4
	Al Bayan Group Holding Company Ltd.
	HR Administration Officer
	Riyadh, KSA
	May 2012 to Jan 2015
	KAFD DMC
	Construction



Duties and Responsibilities: 
HR Responsibilities:
· Manage the full recruitment life cycle (from sourcing, selection to mobilization) of internal /external positions both for office and site (Onshore/Offshore) based roles. Well experienced in Oil & Gas, Construction sectors.
· Successfully closed L1, L2 & L3 positions, e.g., PD, PM, Design Manager, Planning Manager, Technical Director, HSE Manager, Construction Manager among many others.
· Successfully organized recruitment campaigns for blue-collar workers in India, Nepal, and Bangladesh.
· Very well versed with Qatar visa procedures and travel management.
· Applying for QVC appointments for the selected candidates.
· Interact with Line Managers or Site Project Managers to discuss the approved PRFs & understand the exact requirement. Drafting job descriptions based on the result discussion.
· Develop job ads before putting them out on different advertising platforms.
· Discuss recruitment strategies and action plans with respective managers and directors concerning hard to find roles.
· Work on various approved PRFs from the PMs and top management. Initiate the process and source suitable candidates through a variety of methods and tools (within Middle East & Worldwide as per requirements).
· Market mapping & head hunting hard to find roles that require specialized skills.
· Managed company’s online recruitment platforms: Social websites, Company Website, Job Portals (Naukrigulf.com, Monster and Recruitment email.
· Filtered received applications, interview & screen candidates, and forward profiles with summary/ shortlist report to the relevant departments.
· Coordinate and schedule technical interviews with Line Managers & obtain feedback after the interview.
· Regular reporting on recruitment activity to the management team and Line managers for the activity and status of candidates & open positions.
· Provide supporting documentation, interviewers’ feedback, and assessment to upper Management for confirmation of candidate selection and offer.
· Prepare and maintain PRF (Personnel Requisition Form) Log & report on a regular basis to reflect the status of open and closed positions.
· Prepare, negotiate & extend job offers to candidates.
· Obtain necessary documents from candidates required for visa processing.
· Coordinate with designated teams/departments or site admin for on-boarding procedures and work assignment of new hires. Prepare and post New Joiners Announcement to the entire organization. Carryout daily administrative activities while adhering to company policies and procedures.
· Reporting to HR/Admin Manager in Head office.
· Scheduling meetings (e.g., client meetings, project reviews, internal management team meetings, Safety briefings etc.)
· Maintain adequate supplies of office stationery / filing where needed and any other executive tasks required.

Administration Responsibilities:

· Furnishing administrative assistance to staff and executives.
· Coordinating with relevant departments/units to execute requests related to employee services, travel arrangements, timekeeping, and necessary documents.
· Guaranteeing adherence to corporate and regional legal standards and regulations.
· Executing additional responsibilities as directed by management.
· Coordinating with HR department for Absenteeism, Resignations &Terminations.
· Coordinate in Recruitment process with HR Manager.
· Coordinating with Area Manager, Station Manager and Construction Manager at site.
· Coordinating with Site Management and Head Office.
· Maintaining Staff & Labor Records and all related documents.
· Preparing reports, Staff/Labor attendance tracking.
· Keep track of transportation, Accommodation, food, and water supply etc.
· Screening all invoices and bills.
· Coordinating with site management to maintain labor force at site.
· Responsible for day today issues at site which may arise and solving them.
· Handling company transportation service
· Preparing car insurance paper
· Preparing invoice for car repair, maintenance, fuel.
· Update all vehicle records and report to the manager.
· Visa Application and processing for Staff &Labor
· Preparing payroll and Salary sheet for all Staff& Labor
· Coordinating with Camp Department for Staff & Labor
· Timely renewal of official documents including Health Insurance, Employee related records, Visas, Vehicle renewals.
· Handling Petty cash.
· Overseeing Demobilization, De-hire and other formalities.
· Acquire attestation from municipal authorities, Civil defense, and economic department.
· Performed miscellaneous job-related duties as assigned.

OTHER DETAILS:

· Father’s Name	:	Mohammad Sanaullah
· Home Address	:	Kolkata, India
· Home Contact No	:	+966-573207388 / +91-9681714119 (WhatsApp & Telegram)
· Passport No	:	U3913108
· Date of issue	:	07thDecember2020
· Date of expiry	:	06thDecember 2030
· Place of issue	:	Kolkata
· Languages Known	:	English, Hindi, Bengali, Urdu, Arabic



I hereby declare that the information quoted above is correct and true to the best of my knowledge. Thanking You.

Yours Faithfully


Date:	Shamim Akhtar
+966-573207388
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