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Ghada Abdelwhed Al Hokaili

Address: Dammam, Saudi Arabia Phone: +966 548360850 Email: ghadaabdulmohsan@gmail.com

Summary

Dedicated and versatile Human Resources professional with strong organizational and leadership skills. Skilled in
employee relations, HR operations, data management, and office administration. Adept at managing recruitment,
contracts, payroll, and compliance while ensuring smooth day-to-day operations. Experienced in marketing
supervision and data entry with a proven ability to adapt to different roles and deliver results efficiently.

Experience

Human Resources Manager | Dynamic Industry for Trading Co. Ltd. 01/2022 - 10/2025

o Lead and oversee all HR operations including policies, contracts, and recruitment.

o Manage employee lifecycle processes from hiring, onboarding, to termination procedures.
e Ensure full compliance with labor laws and governmental platforms like Qiwa.

e Supervise payroll, attendance, leaves, and prepare accurate HR reporting.

HR Operations Specialist | Dynamic Industry for Trading Co. Ltd. 01/2021 - 12/2021

o Handled contracts, visas, work permits, and government portal applications.

e Supported payroll operations by tracking attendance, overtime, and leave balances.
o Coordinated employee requests, grievances, and internal HR documentation.

o Assisted management with workforce planning and organizational improvements.

Administrative Specialist | Dynamic Industry for Trading Co. Ltd. 10/2020 - 12/2020

o Managed day-to-day office operations and supported interdepartmental coordination.
o Prepared official letters, reports, and maintained accurate administrative records.

o Assisted in budgeting, expense tracking, and resource management activities.

o Handled correspondence between departments and external government authorities.

Human Resources Specialist | Zamil Ladders 10/2018 - 08/2020

o Handled recruitment, onboarding, transfers, and termination for all company employees.

e Maintained accurate employee files while ensuring compliance with Saudi labor regulations.
e Coordinated payroll, leave management, and employee benefits administration.

e Prepared HR documentation and supported management in workforce planning.

Marketing Supervisor | El Aleph & El Baa Company 02/2018 -07/2018

e Supervised a full marketing team and assigned tasks to staff.

¢ Planned and implemented marketing campaigns to increase company visibility.

o Conducted performance reviews and developed strategies for achieving sales targets.
o Engaged with clients to enhance satisfaction and build business relationships.

HR Specialist | Copper Star Company 01/2016 -12/2017

o Conducted recruitment processes including candidate screening, interviews, and onboarding.
o Managed employee files, attendance records, and payroll-related activities.

e Ensured compliance with HR policies and Saudi labor regulations.

o Supported employee relations and provided HR assistance to staff.

Data Entry Specialist | Copper Star Company 01/2015-12/2015

o Entered large volumes of data with high accuracy into company systems.

« Maintained databases by updating, verifying, and correcting employee information.
e Generated reports from raw data to support business and HR decisions.

o Coordinated with departments to ensure accurate and timely data submission.

Marketing Specialist | Copper Star Company 12/2013-12/2014

o Planned marketing activities to enhance company visibility and customer reach.

o Conducted competitor analysis and market studies for strategic recommendations.
« Coordinated promotional events, campaigns, and client engagement activities.

o Supported sales department with lead generation and campaign tracking.

Kindergarten Teacher | Private Kindergarten 2011-2012
o Designed age-appropriate educational activities supporting child growth and development.
o Created engaging classroom environments to encourage learning and creativity.

o Monitored student behavior, discipline, and encouraged positive interactions.
o Communicated with parents regarding children’s performance and overall progress.
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Education

Bachelor of Business Administration

o Imam Abdulrahman Bin Faisal University.

2020

Courses

e Principles of Governance and Companies.

o Foundations of Marketing and Sales.
¢ Presentation Skills using Prezi.
e Report Writing and Preparation.

Skills

¢ Human Resources Management.
o Payroll & Attendance Systems.

e Recruitment & Onboarding.

o Data Entry & Administration.

o Marketing & Team Supervision.

Communication.
Time Management.
Problem Solving.

Organizational Skills.

Team Leadership.

Language

e Arabic.
e English.



