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C O N T A C T  D E T A I L S

P E R S O N A L I T Y  H I G H L I G H T S

Cheer fu l  

Neat  and  wel l -organized  

Independent  worker

Works  wel l  with  deadl ines

Col laborat ive  and  ef f ic ient

C A R E E R  O B J E C T I V E  

I  aspi re  to  be  an  ef fect ive  member  of  the  company,  where  I

can  ut i l i ze  my  sk i l l s  and  educat ional  background  to  create

an  impact   

P R O F E S S I O N A L  S K I L L S  

Organizat ional  Ski l ls

Quick  Learner

Interpersonal  Ski l ls

F lex ib l i t iy  in  Teamwork

S O F T W A R E  S K I L L S  

Microsof t  of f ice :

Oracle  System:  

Governmenta l  Systems:

Powerpoint ,  Word,  Excel

EBS,  Fusion  

Mudad

A C H I E V M E N T S

New  hi re  process ing:

Contract  process ing:

Payro l l  process ing:  

Employee  re la t ions :

3  Months  In ternship  Tra in ing  -  at  Rawabi  Holding  (Val i ianz  Offshore

Serv ices )  in  the  Depar tment  of  Human  Resources :

-  Created  v i r tua l  prof i les  on  EBS  and  Fusion

-  Prepared  personal  f i les  +  E - f i les   

-  Added  medical  insurance   -Added  GOSI

-  I ssued  Employment  ID  process

-  Prepared  al l  RVOS  contracts  (of f ice  and  crew )   

-  Prepared  E -contracts  through  Mudad

-  In i t ia ted  and  mainta ined  fu l l  cycle  of  payrol l  process  [ f rom  encoding

data  on  both  EBS  and  Fusion  systems  to  running  payrol l  resul t

-  Resignat ion  process    -  Terminat ion  process

-  Warning  le t ters

 

L A N G U A G E S  

-  Arabic                                       -  Engl ish

Dhahran 34464  

(+966)592621087           

reema7alshammri@gmail.com            

linkedin.com/in/reema-alshammari-4773b21b2


