JAFFAR

AL-IBRAHIM

PERSONALINFO

Occupation Human Resource
DOB September, 1990

Nationality Saudi

Address Dammam, Saudi Arabia
EDUCATION
CONTACT

+966 58 251 1014

iamja3far@gmail.com

LANGAUGES

Excellent
Good

COURSES & CERTIFIACTE
Basics of Human Resources.
Creative Writing Skills.
Preparing the Strategic Plan.
Human Resources Administration.
Supportive Services (Volunteer Work).

PERSONAL SKILLS

Team player.

Excellent in Microsoft Office.
International Relocation.
Sacrifice to get work done

Initiative, propose solutions and
alternative approaches

SOFTWARE

OBJECTIVE

A Special Education graduated from University of Dammam with
Bachelor Degree + Human Resource from international
foundation for professional studies diploma Degree, Having
more than 3 years of progressively developing skills, playing team
member role in various tasks. | am seeking a new challenging
opportunity in a well-developed company where | can extend &
expand my skills & experience for the benefit of the company and
myself.

WORKEXPERIENCE

Feb 2021 - Present
Assist the Human Resources Department in the development of the
department and solve problems in the personnel files in cooperation
with the Quality and Patient Safety Department.

Jul 2017 - Jan 2021

* Follow-up vacations and directives for trainees.

* Follow up on trainees salaries.

* Preparing final clearances and certificates of experience for trainees.

* Solve all problems related to trainees, including salary delays,
restrictions and monthly leave.

* Preparing letters for trainees.

* Provide the Human Resources Department with reports.

* Preparing daily and monthly reports related to the Saudization
Department.

* Go to the site to verify the correct reports sent to us regarding
employee attendance from Subcontractors (head count).

* Assisting all projects regarding the Saudization department.

* Two and half years in the Al-Fadhili project

* One year in Ras Tanura Clean Fuels Project - Saudi Aramco.

* Review the daily attendance of trainees.

* Make a monthly timesheet for the trainees.

* Follow up with Subcontractors (daily report- Monthly reports -
Updates- Weekly Report)

* Archiving all documents related to trainees and reports for the project.

Jun 2015 — Feb 2016

Customer’s service- Flight booking

Jul 2013 — Aug 2017

* Preparing students through Noor Network of the Ministry of
Education.

* Follow up on student absences; Carrying out all administrative
matters in accordance with the requirements of the educational
establishment.
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Volunteering Work Certificate
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