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JOB DESCRIPTION – HR ADMIN OFFICER
	Department:
	Human Resources Department  

	Immediate Supervisor:
	Human Resources Manager  

	Hayah Mission:
	Hayah is committed to creating and maintaining an environment that fosters and enriches the personal and academic growth of each student. Hayah empowers students to live with purpose, honor their cultural identity, respect diversity, and serve humanity by impacting local and global communities.


	MAIN DUTIES AND RESPONSIBILITES

	· Assist in the orientation and the preparing of welcome packets for new hires.
· Prepare departure packets for exit staff members.
· Handle all attendance reports (daily, monthly, and yearly).
· Assist in coordinating the work permit process with the expats and the Government Relations Coordinator.
· Maintain all staff personnel files and ensure they are well kept.
· Maintain staff database and compile reports from database.

· Follow up on staff to sign any required documents.
· Assist in collecting any required data from the staff.

Other Duties (not limited to):

· Support the development and implementation of HR initiatives and systems.

· Assist in responding to staff complaints.

· 

	KNOWLEDGE, ABILITIES & SKILLS 

	· Proficient in Microsoft Office applications. 
· Good in both spoken and written English and Arabic.
· Knowledge of HR functions (pay & benefits, recruitment, training & development etc.)
· Understanding of labor laws.
· Excellent communication and interpersonal skills. 

· Problem-solving and decision-making aptitude.

· Organizational skills. 

· Ability to handle multiple assignments. 


	QUALIFICATIONS AND EXPERIENCE

	· Bachelor’s degree. 

· 0-2 years of Human Resources experience. 



* This job description describes in general terms the normal duties which the postholder will be expected to undertake.  However, the duties may vary or be amended from time to time without changing the level of responsibility associated with the post.  

( I have read and understand the job requirements, responsibilities and expectations set forth in the job description provided for my position. I attest that I am able to perform the essential job functions as outlined. 
Employee Name: _________________________

Employee Signature:
_________________________

Date:
_________________________  
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