Hashim Yaqoub

Saudi Arabia - Khobar

phone : 966582820122
Email : hashim.yagoub128@gmail.com

BRIEF ABOUT ME

More than 10 years of experience in the Saudi labor
market

HR Officer, Personnel Affairs and Government Relations
Officer Follow-up experience in administrative affairs,
human resources and personnel affairs

The ability to deal with all government departments
(Migam, Labor Office, Social Insurance, Ministry of Trade,
Forces, Madad ... etc.) The ability to describe the job of
each employee and administrative analysis The ability to
solve all problems facing the work The ability to control
administrative and maintain the flow of work Work
without any problems, making contracts for employees,
annual qualifiers, ticket reservations

and end of service benefitsUnified medical insurance
policy, vehicle insurance, renewal and issuance of
residence permits, scheduling vacations for employees so
that there is no shortage of labor..

Familiar with the regulations of the labor office, the work
of the internal regulations, as stipulated by the labor
office

SKILLS AND COMPETENCIES

e Accuracy in work and respect for time.

o Work under pressure.

o Adjustment in the work environment.

« Effective and constructive in the job role.
» Payroll Work - Human Resources Work.

EDUCATIONAL BACKGROUND

University of Science and Technology
Bachelor's degree in General Business
Administration

General specialization in management
Graduation year 2012

CERTIFICATES AND TRAINING COURSES

1. Public relations management and planning

3. For smart management of human resources.
5. Public Relations Department.

7. Administrative leadership and team building.
9. Develop a customer service employee.

11. Modern management technology.

13. Strategic planning and change management.

15. Personnel management and administrative development.

17. Effective procurement and supply management.
19. Administrative Assistant and Team Building.

Nationality: Sudanese, born in Saudi Arabia
Age: 34 years old

Marital status: Married

Convertible establishment

Has a driver's license

PROFESSIONAL HISTORY

e Supervising_shelves
Supervising shelves stylists, dividing the itinerary and
distributing work
Sunbulah Food Group
From 02/2007 to 12/2008
¢ Responsible for administrative affairs, personnel affairs
and follow-up
Union Elevators Trading Company
From 01/2013 to 02/2016
 Personnel Affairs Officer - Treasurer

Aluminum Vision Corporation
Receiving and delivering cash in the company and responsible
for all employees and meeting all the needs of employees in
the company
From 03/2016 to 12/2017

 Director of Personnel Affairs and Administrative Director
Everything related to the management of personnel affairs,
government relations, administrative affairs and human

resources in the company
Mohammed Suleiman Abdullah Al-Juhani Trading Company
From 03/2018 until now

e Accuracy of using computers.

« Ability to write and draft formal letters.

« Ability to supervise, lead and organize.

o Self-development - motivation and excellent
ability to learn.

2. The art of public speaking in influencing and persuading.
4. Skills of a human resources specialist.

6. Managing administrative documents and archiving .

8. The modern work system and social security.

10. Writing a CV and passing the personal interview.
12. Human resources specialist skills.
14. Secretarial and office management.
16. Effective negotiation skills.
18. Writing administrative reports and letters.
20. Smart management and job performance development.
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