Al-Waleed Ahmed Abdullah Ibrahim

OBJECTIVE
An accomplished professional with extensive expertise in a broad suite of operations especially in human resource, (HR Officer - Administrator - Recruitment – Payroll Officer- Overseas Recruitment), particularly in KSA. Proven track record as a visionary with awareness of multiple industry domains to facilitate development and implementation of strategies targeting with reputation for leading teams towards peak performance; seeking a challenging position to drive realization of business targets with adept management of organizational diversity, while maintaining a firm focus on assured bottom line gains and distinguished company performance.
KEY SKILLS
· Micro Soft Office knowledge (Word - Excel - PowerPoint- Out Look - Enter Net) 
· Excellent English and Arabic skills.
· Time management and organizational skills.
· Possess good judgment and decision making capability.
· Able to handle confidential information appropriately.
· Able to work under stress to meet tight deadlines and handling multiple tasks.
· Work effectively in a diverse environment.

Target Job 
· [bookmark: _GoBack]Target Job Title: HR Officer - Administrator - Recruitment - Payroll Officer- Executive Secretary - Overseas Recruitment.
· Career Level: Mid-Career 
· Target Job Location: Manama, Bahrain; Eastern Province, Saudi Arabia; Riyadh.
· Career Objective: Looking for a challenging position in a dynamic organization which can utilize my potential and experience to its full extent and a achieving its Goals and aims. 
· Employment Type: Employee 
· Employment Status: Full time 
· Target Monthly Salary: USD 3,500
· Notice Period: 1 month or less 
· Last Monthly Salary: USD 2,933 
Experience
(1) Benefits & Compensation SEC. HEAD
Saudi Marble & Granite Factory Co
August 2013 – Present (1 year 8 months)					(KSA Riyadh )
Key Responsibilities:
· Record employees’ transactions in the payroll system (advance and deduction), prepare and generate the monthly payroll of a round (3200) company staff.
· Control employees’ attendance and their update in the system, as well as leaves and working hours’ (over time, and other) by collecting time and attendance records.
· Responsible for ensuring all payroll related documents are accurate.
· Responsible for input and administration of the database system.
· Accurate and efficient administrative payroll service.
· Enters data relating to approved human resources forms including, new hires/terminations and leaves of absence Information for HRIS input.
· Responsible for ensuring the integrity of the information in the HRIS ensuring that salaries, grades and levels are correct and that other records are consistent with the approved salary matrix.
· Creates new Job codes for new positions in the HRIS. Ensures the accuracy of the Job codes as per job grading.
· Follow established guidelines to ensure there is no repetition of codes and titles in the HRIS and the job title reflects that shown in the organization charts, job descriptions and job evaluation records.
· Responsible for ensuring that employee separation documentation and lists are completed prior to employee departure. This requires contact with Payroll, Security, admin and IT Departments to ensure the company`s belonging are returned back before the employee exits.
· Ensures that the Manager of Personnel Administration is advised of all employee separations, to allow him the opportunity to conduct an exit interview or collect as much information as possible for separation reporting.
· Maintains the Leave Tracking System which includes creating new hire data entries in the System; removing separated employees as well as tracking transfers and 
promotions. 
· Provides advice as requested to all managers and supervisors on all aspects of the HRIS.
Personnel Manager Assistance
Saudi Marble & Granite Factory Co
February 2012 – July 2013 (1 year 6 months)				(KSA RIYADH)
Key Responsibilities:
· Assisting the HR Manager in developing job descriptions. 
· Updating organization structure as and when required. 
· Coordinating local and overseas recruitment agencies under the supervision of the HR Manager. 
· Controlling, maintaining and updating manpower plan and preparing related monthly and weekly reports.
· Implementing management approved salary grades and structure, reviewing and preparing compensation packages of new recruits. 
· Assisting with performance evaluations by providing guidance and overall consistency to the process, tracking all employee performance evaluations. 
· Working proactively with the owner to minimize employee relations concerns, opportunities for enhancement, performance issues, compensation surveys, complaints, 
and labor relation policies. 
· Providing accurate and timely data and taking action when required data is not available. 
· Providing administrative support to the HR Function. 
· Coordinating with HR in Head Office to conduct annual employee performance appraisal.
· Participating in planning activities to determine hiring needs, trends, and recruiting strategies. 
· Oversee the company's print publications. 
· Bookings and issuing tickets to all employees. 
· Follow-up the arrival manpower and arranging necessary distribution to all sites. 
· To regular review, maintain and update all staff files. 
· Receiving and coordinate necessary approval for all HR form e.g. (Vacations, sick leave, travel request, or expenses etc...... 
· Preparing final settlement for ex-employees. 
· Provide assistance to all new employees joining the company. 
· Maintain the Saudi Law and company policy and procedure. 
· Investigate with employees regarding the labor violation and take a necessary action as per labor law. 

(2) Payroll Officer
Saudi Marble & Granite Factory Co.
July 2007 – January 2012 (4 years 7 months) 			(KSA Riyadh )
HR skills handling Leaves, Payroll, and Attendance through time machine 
Key Responsibilities:
· Executing all policies and procedures pertaining to payroll administration and processing. 
· Processing monthly and hourly payroll to ensure timely and accurate payment for all the employees. 
· Verifying time reports, update, compute and maintain up-to-date leave accrual. 
· Interfacing with staff in Administration teams to verify employee funding, appointment actions, appointment durations, plus resolve salary and pay discrepancies. 
· Calculation of hours worked by examination of time cards, time sheets, or electronic media. Prepares deductions for authorized and mandatory deductions, data on hires, terminations, and wage adjustments. 
· Knowledge about WPS, and all aspects of payroll processes and maintaining up-to-date payroll records in ERP software. 
· Supervising accurate data records, processing monthly payrolls, reconciliation of payroll figures with the finance department, ensuring audit compliance, preparing & reporting on monthly MIS, providing staff guidance & procedures related to payroll and ensuring HR services provided are as per agreed service levels. 
· Prepare and process final settlement of separated staff. 
· Maintain employment records and individually handle HR related queries. 
· Maintain employees leave records, Leave calculation/Leave rules 


(3) Executive Secretary
Saudi Marble & Granite Factory Co.
April 2001 – June 2007 (6 years 3 months) RIYADH 
Key Responsibilities
· Preparing all correspondences to all other department. 
· Maintaining and updating a proper filing system of all incoming and outgoing documents. 
· Preparing outgoing e-mails, slide preparation, spread sheets, faxes and business trip reports. 
· Making daily schedule of GM meetings and appointments. 
· Making travel arrangements and hotel accommodations. 
· Preparing reports and daily correspondences with the supplier. 
· Receiving all incoming calls, noting all messages and taking care of all GM scheduled appointments and meetings. 
· Performing all tasks assigned to me and keep confidence

Education 
· 
Bachelor's degree / higher diploma,  Bachelor in Business Studies (Executive Secretarial Science) at Sudan University of Science & Technology
Location: Sudan 
Completion Date : May 1996 

Key Trainings:
· Basics of Human Resources management.
· HR Function Overview Matrix.
· Business problem solving & decision making.
· Organizational Structure Design.

Contact Information 

Email Address: w_ahmed32@hotmail.com 		Mobile Phone: +966.560876244 
Day-time Phone: +966.560876244 

Personal Information 

Birth Date: 2 November 1971 (Age: 44) 		Marital Status: Married 
Gender: Male 						Number of Dependents: 5 
Nationality: Sudan 					Languages: Arabic and English
Residency Visa (Transferable) 				Saudi Driving License 

Languages:

1. English
Elementary proficiency
2. Arabic


