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Company: Aramex

Location: , Dubai, United Arab Emirates

Category: office-and-administrative-support

HR Executive Jobs in Dubai | Aramex Careers

Job Responsibilities:

Undertake a variety of HR administrative duties and projects as assigned.

Issues all types of letters received from employees within the standard timeline.

Maintains and updates records of personnel-related data in both hard copy files and the e-

filing systems (soft copies on the shared folder) to ensure all folders contain complete documents
as per the employment requirements in the UAE.

Administers medical insurance plans, including enroliments, changes, deletions, and claims

management.
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Fresh graduate or maximum 1 to 2 years of HR Experience.

Bachelor’s Degree in Human Resources or related field.

Fluent in Arabic and English.

Solid Knowledge of MS Office tools (Excel, Word, PowerPoint, etc.).
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