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Company: Wihra

Location: dubai

Category: other-general

Hotel Downtown by Millennium is to be the preferred hotel company for our guests, colleagues,

and owners while achieving exceptional growth.Job LocationOnly 10 kilometers away from

Dubai International Airport, the hotel offers an easy access to the commercial areas of the

city such as Business Bay district, Dubai International Financial Centre and Dubai World Trade

Centre.As a Human Resources Coordinator you are responsible for assisting the Human

Resources Manager in managing all the respective Human Resources functions in order to

meet the strategic business objectives. The role involves development and implementation

of strategies and policies.Job Responsibilities:Maintain a good colleague filing

records.Maintain an up to date database and tracking systems.Direct and coordinate

employee relations process.Coordinate employment visa process with the government

relations officer.Attend all colleagues’ requests and in a timely manner.Ideally with a

relevant diploma in Hospitality/TourismMinimum 2 years of work experience in a star

hotelExcellent communication skills, good problem solving and interpersonal skills are a

mustWell versed in UAE Labour LawAbility to work under pressure.Flexibility to do other HR

tasks, occasionallyRole: HR AdministratorFunctional Area:HR, Recruitment,

Administration, IREducationBachelor’s Degree in Human ResourcesJob Features Job
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Cook Islands +682 Costa Rica +506 Cuba +53 Djibouti +253 Dominica +1767 Eritrea +291 Estonia

(Eesti) +372 Ethiopia +251 Falkland Islands (Islas Malvinas) +500 Finland (Suomi) +358 France
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Islands +677 South Africa +27 Svalbard and Jan Mayen +47 Togo +228 Tonga +676

Turkmenistan +993 Turks and Caicos Islands +1649 U.S. Virgin Islands +1340 Uganda +256 
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