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Company: Culture Recruitment Group

Location: Manama

Category: business-and-financial-operations

JobSummary

The HR Officer plays acrucial role in the Human Resources department by providing

supportin various HR functions. This role involves collaborating withdifferent departments,

managing administrative tasks, and ensuringcompliance with HR policies and regulations.

The HR Officercontributes to the overall success of the organization by fosteringa

positive work environment and facilitating effective employeerelations.

KeyResponsibilities:

Coordinate therecruitment process, including job postings, resume screening,

andinterview scheduling.

Conduct new employeeorientations and assist in the onboardingprocess.

Maintain accurate records of employeeinformation and ensure compliance with

onboardingdocumentation.

Address employee inquiries andconcerns, providing guidance and support asneeded.

Manage HR records, ensuringconfidentiality and accuracy.

Prepare andmaintain employment contracts, offer letters, and other HR-

relateddocumentation.

Process HR-related paperwork, suchas employee status changes, benefits enrolment,

andpayroll

Assist in the development andimplementation of HR policies and procedures.

Skills andExperience

Bachelor'sdegree in Human Resources, Business Administration, or a relatedfield.
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Previous experience in HR or a relatedrole is preferred.

Strong interpersonal andcommunication skills.

The HROfficer plays a pivotal role in supporting theorganization's human capital needs

and contributes to theoverall success of the company by fostering a positive andproductive

work environment.
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