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	DAMMAM
EASTERN PROVINCE
SAUDI ARABIA
	NAME: ALI SALEH AL HUMOUD
MOBILE No.: +966 503 854 428
E-MAIL : ali.alhamood-007@hotmail.com 



Employee Relations & Recruiter
	OBJECTIVE
	To attain an occupation with your organization which is considered as one of the successful organizations in K.S.A .As well as to improve my capabilities and knowledge in the field of Human Resources and Management. 

	EXPERIENCE
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	2014  –  PRESENT 
EMPLOYEE RELATIONS REP.


     PCC
Currently, I am working with PETROCHEMICAL CONVERSION COMPANY since Oct 26, 14. managing the following tasks:

· Create Employees Records in Microsoft Dynamics AX system.
· Enroll all Employees to CCHI through Tawuniya Medical Insurance Co. (Online Services) and coordinate with AETNA Global Insurance Co. for western nationalities to prepare The Medical Insurance Cards accordingly.
· Present PCC HR Policy to the new direct hire Employees and prepare The Employment Contracts to all of them.
· Assign Jobs and positions for new DH/Cont./Secondee in MS Dynamics AX.
· Assign employees under required supervisor and change the delegation.

· Prepare the Attrition Report in weekly basis to support the recruitment plan.

· Prepare, arrange and communicate with contractor’s employer for demobilization formalities.

· Implemented HR Forms such as Identification Letter in MS Dynamics AX (employee self-service) by Coordinate with IT Dept. and eBECS total MS business solutions
· Follow up with Performance Evaluation and prepare The Renewal Contracts.

· Follow up with Vacations Transactions for PCC Direct Hire, Secondee (CPChem employees) and Contractors and enroll it to MS Dynamics AX
· Arrange Employees Filing System and provide all required docs
· Prepare required certificates such as Employment Certificate, Salary Certificate, Experience Certificate, Fixed Salary, One Year Completion Certificate etc. 
· Prepare Weekly and Monthly Report for new Direct Hire, End of Contract and Resign Employees
· Attend safety courses in monthly basis through SharePoint website
· Attended on job training course about OrgPlus software (Recruitment process)
2012  –  2014

RECRUITMENT OFFICER        

              ABYAT
I was employed by ABYAT Saudi Building Materials Co. since Jan 30th 2012 Jan 30th 2014 handling the following: My KPIs considered as follows:

· Average time to recruit per position (Close position)
· Number of CVs per channel

· Number of interviews per submitted CV
· Drive the overseas recruitment of India, Pakistan, Nepal, Sri lank and 


Philippines through (ASMACS, HR INTERNAIONAL & STAFF HOUSE)
· Screening/Shortlisting candidates CV’s through D2D, employment agencies and 

websites such as bayt.com and naukrigulf.com and posting vacant positions 


and Conducting Interviews in TAQAT and select potential candidates.
· Follow up with organizational structure for recruitment analysis.
· Offer selected candidates and arrange joining date formalities.
2008  –  2011


HR ASSISTANT (RECRUITER)         

   STAR
I’ve been worked with SAIPEM TAQA AL-RUSHAID (STAR) FABRICATORS CO. LTD. from OCT 04th, 08 to March 30th , 11 managing the following tasks:
·    Recruit overseas candidates from India, Philippine, Pakistan and Nepal through Al Karim Manpower Corporation Limited-Main Office and ASMACS Agency, besides Arab countries such as Egypt, Syria Jordan and Lebanon and arrange the BLOCK VISA documents and recruit Saudi Candidates also.

·     Prepare Personnel Job Offers, Contracts details, variations, Waivers.
·     Follow up more than 1000 personnel of performance appraisal and end of/renewal contracts evaluation.
·    Process official letters (governmental/sub-contractors) and others such as Salary Certificate, Fixed Salary, Warnings, Termination, Clearance and (NOC) letters.
·    Coordinate with Gulf Union Co. regarding upload STAR personnel to Council of Cooperative Health Insurance (CCHI) and Medical Insurance Cards Issue.

·    Register Saudi and overseas Personnel into the Labor Office for Saudization and issuing Work Permit.

·    Communicate with MOFA to Apply for Work/Business/Family visa and LOI. 
2007 – 2008 


SALES SUPPORT 

       
       SESCO I've been working in SAUDI    ELECTRIC SUPLLY CO. with ARAMCO TEAM – Logistics since DEC 02ND, 07 until SEP 14TH, 08 during that period I was working on the following:
·    Printing Aramco invoices through SAP (Saudi Aramco Portal web site) and configures with actual quotation and purchase order.

· Preparing Materials Purchase Orders through Sesco Information Managing System
programs (SIMS (and (SIMS 2000(.
· Interning Local Delivery Order and Receipt data (LDOR).  
· Checking and submitting materials through ship set forms.
· Following up customers and vendors materials delivery schedules. 

	EDUCATION
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	2002 – 2006


JUBAIL INDUSTRIAL COLLEGE

     JUBAIL
THE ASSOCIATE DEGREE OF JUBAIL INDUSTRIAL COLLEGE.

· Department: MANAGEMENT AND INFORMATION TECHNOLOGY.
· Major of OFFICE MANAGEMENT.

	SKILLS
	· Very Good communication and personal skills.

· Fluent in ENGLISH LANGUAGE 
· MS-Office: (WORD, EXCEL, POWER POINT, VISIO & OUTLOOK).
· TYPING 40 W.P.M. (Arab/Eng).
· Work under pressure and stress.

	PERSONAL INFO.
	· D. O. B.: Oct 18th, 1981.  

· Place of Birth:  Hassa.

· Age: 36 years.

· Marital Status: Married.
· Dependents: 4 Members.

	INTEREST
	· Football, Documentary Programs, Reading and Internet search.


