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Latifa Abdulrahman Mohammed Al Majhad

Saudi Arabia

objective

Achieving the goals and ambition that | seek, career excellence, seeking to a better future, acquiring more scientific

and practical experiences, and presenting my experiences and skills in my field of work, diligence, and the

formation of a spirit of teamwork.

LinkedIn
Experiences
EDUCATION
e Zaid Al Hussein and Brothers Group Company
++ Organizational development specialist 2022 Bachelor
Job duties and achievements:
Major: (Management)
®  Preparing and creating organizational structures for all departments and projects
Average: 4.29 out of 5
®  Preparing more than 250 job descriptions
King Faisal University
®  setup salary scale & Pay Structure
2020
®  Workand set up on oracle data
B Preparing periodic reports and statistics on the staff's annual performance evaluation. SI(I I |S
®  Workon ERP Oracle System 1/Structures 2/People management 3/Holidays 4/Self-
service 5/Attendance and departure 6/Salaries. ®  Flexibility and ability to manage priorities, plan

and organize

° Leadership skills, positive behavior and

creativity
e Al Motamayzon United Trading Company (UMCO) ®  Ability to build excellent relationships with
% HR Specialist 2022-2021 colleagues
Job duties and achievements: ®  Desiretolearn
®  Establishment of the human resources department ®  Skill and ability in Office programs
®  Making regulations, policies and procedures to organize the work of the facility and its ®  Languages Speak (Arabic and English)

continuous development

®  Preparing the job description for the company’s jobs and updating it constantly

®  Making circulars and forms for human resources management and employment contracts

®  Develop atraining plan to raise the performance level of the company's employees by
analyzing the training needs of the various departments and monitoring the annual plan

B Preparing a performance appraisal system for employees and defining measurement
criteria

| |

Preparing the job classification and career path for the company's jobs

Contribute to the work of the organizational structure, development and organization
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Mujally A. Bamujally Successors United Company
Personnel Clerk

Secretary of the Human Resources Manager

Human Resources Operations Specialist

Job duties and achievements:

R/
0.0

Following-up on all procedures related to personnel affairs, issuing bonus
decisions, adjusting salaries or resignations, controlling the movement of
procedures and entitlements related to (transfer / secondment / assignment /
annual increases / bonuses / annual reports / promotion / resignations /
vacations of all kinds / medical insurance) and supervising their documentation
in the records and prescribed forms. - Follow up on employee problems in full
and strive to solve them

Editing work contracts in accordance with what is directed and in accordance
with the principles regulating work in the company.

Following-up and saving administrative transactions and decisions in
department files as well as employee files

Payroll and wages section of Excel sheet payroll and payroll allowances,
bonuses, promotions, assignments, End of Service Benefit Calculation,Vacation
calculation

Insurance Department: Medical insurance for approximately 500 employees
(additions, promotions, modification, deletion, bill settlement...etc. Reports
(monthly, annual) for each department separately.

Internal and external communications

Entering the data of new employees into the system followed by the Human
Resources Department. Follow up on employment applications and present
them to the human resources manager to determine the applicant’s eligibility for
the job, conduct personal interviews with job candidates, prepare the new
employee’s file with all the required.

Applying the company’s internal regulations and the Ministry of Labor’s system
in order to raise the general performance level of the employee and the
company, organizing and implementing the process of penalties and disciplinary
measures within the company. Monitoring the employee’s attendance and
departure system, making attendance and departure reports and the salary
record, taking into account (leaves - absences - delays) employees

Knowledge of government e-services:

(social insurance, madad, ministry of labor, mugeem, giwa tagat, Tamheer
program, localization program, Employment support program, ministry of
commerce, Riyadh chamber, saudi authority for Intellectual property, Elm -

Tamm, Saudi food& Drug Authority, Fasah, ministry of foreigngn affairs)

Al-Hayat National Clinic Company
Telephone customer service employee

Training courses

®  Strategic planning management course

®  Dataentry and word processing course

(] Administrative Assistant and Team
Building Course

®  Administrative problem solving and
work environment development course

(] Excel skills and database creation course

®  Writing administrative reports and

archiving files

Additional tasks

(] Secretary to the Director of Human
Resources:

®  Organization of work and its policy
within the office

(] Distribution of mail to the employees of
the various departments and sections
according to the orders of the manager

®  Schedulinginterviews and manager
meetings

o Arranging and organizing files and
documents

®  Seeingsuggestions and complaints from
employees

o Attending meetings and writing meeting

topics



