ALAA BIN KHUDHAIR

Binkhudhair@hotmail.com | +966548535383 | Saudi Arabia
PROFESSIONAL SUMMARY

Professional Experienced in Human Resources area, able to adapt fast. Eager to self-improve
and develop knowledge. Able to take on multiple projects at once. Professional offering
excellent communication skills with a high level of multi-cultural awareness.

- Excellent organizational skills - Mulfitasking
- Self-train and knowledge develop - Work ethics
- Advanced knowledge in Microsoft Office - Leadership
- Ability to withstand all the pressures of work - Teamwork
- Problem Solving - Flexible
EDUCATION

Bachelor in Business Administration (Human Resources) |2010 to 2015
Al-lmam Muhammad Ibn Saud Islamic University

English Course | 2016 to 2017 Cleveland State University, United State

WORK EXPERIENCE

- Gulf Income Trading (GIT)

HR Specialist | December 2021 Until now

Working on clearance, extending the trial period, government websites, medical insurance,
recruiting, polarization, resignation, termination, and vacations. Also, issuing formal letters,
experience certificate, and employment contract. Working on a development plan for the
HR department Ensuring accurate and proper record-keeping of employee information in
electronic and digital format.

- Secvuritas Saudi Arabia

HR Officer | March 2019 Until November 2020

Worked on government websites (Amn, Chamber of Commerce, exit re-entry visas, GOSI,
labor office, Ministry of Foreign Affairs, Ministry of Interior, Mugeem), clearance and
resignation. Also, worked on medical insurance, recruiting, experience certificate,
employment contract, termination of services, and extending the frial period. Followed-up
on coved -19 cases.

- Tamheer program in Securitas company

HR Officer | October 2018 To March 2019

Worked during the training period on preparing contracts, warnings, annual leave, sick
leave. Also, worked on government websites (GOSI, Ministry of Interior, Ministry of Foreign
Affairs, Chamber of Commerce, Mugeem, Labor Office, and Shmoos).

- Volunteering Work | Training Courses

Explanation of the Social Insurance System (GOSI course from GOSI.

Human Resources Specialist (HRS) course from HRP Training Centre.

Be My Eyes volunteer in Kafeef

Bright Ideas workshop from Intlaagah (Shell Company)

Small Business Management for Businesswomen workshop from Intilaagah (Shell Company)

Cooperative training in The Centennial Fund for

First aid license from the Saudi Red Crescent Authority
|
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