Job title: HR officer
Department: [Human Resources]
Reports to: [HR manager / General manager]
Location: [City], [on site / hybrid]
Employment type: [Full time]
Job purpose
To run [Company name]’s day-to-day HR processes accurately and in line with the Saudi Labour Law, so that employees are documented, paid and supported correctly.
Key responsibilities
- Keep complete employee files, paper and electronic, and update them when details change.
- Prepare employment contracts and document them on Qiwa.
- Register joiners with GOSI and record wage changes and leavers on time.
- Run onboarding: documents, first-day plan, policies and system access.
- Record leave, absences and attendance, and check balances against policy.
- Send payroll changes, such as new joiners, allowances and deductions, to payroll before the cut-off.
- Check the wage protection file in Mudad against the payroll with the payroll team.
- Follow the company’s Nitaqat status on Qiwa and report changes to management.
- Track iqama and work permit expiry dates on Muqeem and Qiwa with government relations.
- Prepare HR letters such as salary certificates and experience certificates.
- Coordinate recruitment: adverts, interview scheduling and offer paperwork.
- Prepare end-of-service calculations and final settlement paperwork for review.
Qualifications and experience
- Bachelor’s degree in human resources, business administration or a related field.
- [Number] years of HR experience in Saudi Arabia.
- Working knowledge of the Saudi Labour Law and of Qiwa, GOSI and Mudad.
Skills
- Accuracy with records and deadlines.
- Clear written and spoken Arabic and English.
- Discretion with confidential employee information.
- Experience with [HR system] and Excel.
Working conditions
Working hours: [Days and hours, within the Labour Law limits]
Place of work: [Office address]
Probation period: [Number] days, up to 180 days, as set in the contract
Pay and benefits: [Salary range or “to be discussed”], [Housing and transport allowances], [Medical insurance], [Other benefits]
How to apply
[How to apply and the closing date]




