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Objective:
Looking for the position of Human Resources Coordinator where my professional experience and education can make extensive contribution towards the organizational as well my technical and career growth.

I’ve good experience and knowledge for the implementation of HRMS on Enterprise level, I’ve competencies for;

1. Payroll

2. Quality Assurance

3. Active Support

4. Testing

5. Approval management (AME)

Experience:

Organization
: RASHID S. AL-RASHID ARCHITECTURAL CONSULTING ENGINEERS



  AL-KHOBAR, KINGDOM OF SAUDI ARABIA

Duration
: September 2014 to Till Date
Designation
: Human Resource Team Coordinator 

Duties & Responsibilities:
· Experience in supporting the HR team across all operational and administrative functions
· Well verse in assisting in documentation of work flow processes and procedures
· Handle all administrative responsibilities related to the restructuring (downsizing) process
· Providing administrative support to HR Manager
· Working with Managers to develop and execute recruitment plans, ensure proper job postings, applications, interview process and proper maintenance of records and compensation analysis

· Serve as Leave of Absence liaison, with the Corporate Office, and ensured all cases in compliance Managed sensitive and confidential information, to include coaching documents, wages and performance action plans.

· Manage background check process

· Performing various critical recruiting activities including job postings, talent sourcing, resumes screening, pre-screen interviews, and reference verification

· Work daily with leadership team to evaluate applicants by discussing job requirements and applicants' qualifications

· Assisting with Human Resource functions during on-boarding process (recruitment, training, and hiring);
· Process all documentation for new hires and terminations.

· Coordinated and scheduled candidates for interviews with supervisors or managers

· Completed all background checks required for employment within thirty days period

Organization
: DARWISH ENGINEERING EMIRATES LLC, UAE (AJMAN BRANCH)
Duration
: June 2008 to February 2013
Designation
: Senior Document Controller / Project Secretary 
Duties & Responsibilities:
· Maintained a systematic and Physical document in a appropriate manner with continuous coordinating with the Departments 

· Ensured the general flow of document like tender documents.  

· Coordinated multi-tasked and shared knowledge on document control processes and procedures within the team 

· Prepared incoming & outgoing correspondence and follow up by logging-in and tracking
· Ensured accurate and reliable information is readily available, wherever and whenever required by the project manager. 

· Maintained project correspondence (hard copies / digital copies) which can be stored / retrieved / archived / indexed efficiently 
· Maintained current inventory of all office equipment and reported all petty cash transactions

· Coordinated with clients & business partners, handling queries and suggestions

· Coordinated management/ clients & business partners relation to ensure proper lines of communication critical in addressing a myriad of problems and issues requiring immediate attention and resolve

Organization
: SYSTEM TECHNOLOGY & SOLUTIONS PVT. LTD. HYDERABAD

Duration
: Jan 2006 to Feb 2008 
Designation
: Asst. Office Manager

Duties & Responsibilities:
· Input membership gifts into Access database, make routine address   changes

· Process incoming checks; create daily ledger of deposits.

· Prepare thank-you letters (new members, memorials, etc.) 

· Prepare mailing lists, labels and donor reports, special events.
· Maintain office filing and storage systems. 

· Keep filing/document management system for electronic and paper documents organized

· Monitor and order office supplies, 
· Distribute/file all incoming mail, 
· Perform errands that assist daily functions: post office, bank, Staples, etc.
Qualification:

· Master of Business Administration in Human Resource Management (HRM)
· Bachelor of Commerce
Technical Qualification:
· Oracle E-Business Suite R12 Human Capital Management Certified Implementation Specialist
· Post Graduate Diploma in Computer Application (PGDCA) from Soft Track     Computers, Hyderabad, A.P. India
· Diploma in Hardware from Soft Track Computers, Hyderabad, A.P. India

· Diploma in Networking, Hyderabad A.P. India

· Operating Systems   DOS, Win97/98, 2000, XP

· MS-Office, Excel Word & Power Point

· FUTURA ERS (Enterprise Retail Solution)

Strengths:

· Well versed with computer usage

· Highly organized

· Ability to work in multi-cultural environment

· Good communication skills

· Positive attitude, flexibility, & friendly disposition
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