Khadijah Abdulaziz Ali Al-Dakhil
contact information

Phone number 0556199027

Email: khadjah627 @gmail.com

personal information
Nationality. Saudi

Sex. Female

Social status. single

Job objectives

To obtain a job in a company seeking
development.
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Practical experiences
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Human Resources at Albilad fire-
fighting systems Ltd. (Dammam 2nd
Industrial) from APRIL 2010 TO JUN
2020
Functional tasks:
Work on the system of the Ministry
of Labor (renewing work permits -
renewing and issuing visas - issuing
travel visas - changing a profession -
transferring sponsorship .... etc.)
Working on the “Tamm” system
(Renewal of driving license - traffic
violations .... etc.)
To work on medical insurance (by
placing, deleting, and updating)
Prepare the monthly payroll.
Preparing overtime statements.
Make job interviews and prepare job
offers and employment contracts for
employees.
Preparing employee salary increase
memo.
To work on data entry in the IFS
program system.
Auditor reports.
Responsible for employee leave
(annual) from disbursement of
(receivables - and book airline tickets)
Airline billing settlement.
Settlement of business trips from
(airline tickets reservation and hotel
reservations)
Maintenance and  updating  of
employees in the social insurance
system (GOSI).
Withdrawal of bills (electricity -
water - phone bills - mobile)
Assist in  settling  departmental
expenditures settlement.
Dealing with all administrative
activities in accordance with the
directives of the Human Resources
Director in accordance with the
company policy and procedures.
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» records Keep training records,
certificates,  application, training
agreement and files.

v" Secretary of the Director of Quality
Department at Al-Hayat
Pharmaceutical and Cosmetics
Factory from 2007 to 2009.

educational qualifications

v' Diploma in Human Resources from
Vocational Training Institute.

v" Course in English Language (for the
sixth level) from Language Institute
(Berlitz).

Languages
v Arabic is the Arabic language
v" English
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