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Company: Siemens

Location: dubai

Category: other-general

HR Generalist/Administrator Jobs In Dubai | Siemens

Apply Also: Sales Executive Jobs In Dubai | HumLog

Siemens Logistics is a leading provider of innovative products, solutions in logistics, and
automation in airport logistics with baggage and cargo handling. Our software solutions and
customer services along the complete product life cycle complete the portfolio. The
company has an installed base in more than 60 countries worldwide, major customers include
renowned airports around the globe.

Apply Also: Business Development Manager Jobs In Ajman | Iris Executives
ResponsibilitiesHandle general HR administrative tasks, maintaining HR databases and
employee records and generating HR reports and analytics.

Assist with the development and implementation of HR policies and procedures.

Maintain employee records in accordance with legal requirements and ensure compliance
with labour laws and regulations.

Support the HR Manager and other departments with administrative and general
operational tasks.

Handle employee inquiries and concerns regarding HR policies and procedures. Provide
guidance and support to employees on HR-related issues, fostering a positive and inclusive
work environment.Apply Also: Traffic Manager Jobs in Dubai | Careem
RequirementPrepare the documents for Employee Medical Insurance, including new
additions and deletion of employee and their dependents.

Ensure documents and data are updated for internal use, DHA-related matters, and timely
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update of the track log, bills, etc.Apply Also: Amazon Careers 2023 UAE-Saudi Arabia —
Explore Job Opportunities
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