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Company: TotalEnergies

Location: United Arab Emirates

Category: healthcare-practitioners-and-technical

Profil du candidat

Skills: •MS office Proficiency (Excel, Word, PowerPoint, Outlook) •Proficiency in English

language, French is an added advantage •Creative, energetic, organized and excellent

follow-up ability, strong work ethics Experience: •Preferably1-2 years of experience

working as an intern within HR function Education: •Minimum Bachelor’s degree in Human

Resources

Activités

Jobholder ensures - in an independent way - the high quality and efficient running of the

HR administration.

Correct and timely administration of employees joining, leaving and mobility during

employment, as well as administration of contractors joining, leaving and demobilization during

service

Support of affiliate with organizing practicalities of first and last day of employees with for

instance entry cards, provision of laptops, explanation office surroundings, first introductions

etc;

Giving support to parties involved to help them understand the e-form system and work

proficiently with it;

Checking regularly if the HR admin processes in e-form are working correctly and

updating where necessary - in cooperation with the HR Officer;
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Keeping TotalEnergies systems up to date with employee information and related issues, such

as HR4U;

Supporting HR Officer with data gathering for reporting on behalf of affiliates to e.g.

headquarters, such as SoGreat, Societal Reporting, headcount reports and other local

reports;

Process the expense claim of TERDME employees through e-form observing applicable

policies thereof

Creation/maintain and update of employee personnel files

Collection and coordination of required documents for visa application for new hires to be

submitted through e-form

Prepare employee correspondence such as employee Bank letter, Salary Certificates,

Experience letter, NOC for visa application.

Strict adherence of confidential HR information.

Contexte et environnement

Internal: •Interaction with employees and cross functional teams based on the assigned

activities External: •None

Apply Now

Cross References and Citations:

1. Intern -HR Automationjobs Jobs United Arab Emirates Automationjobs ↗� 

2. Intern -HR Scrumjobs Jobs United Arab Emirates Scrumjobs ↗� 

3. Intern -HR Bahrainjobs Jobs United Arab Emirates Bahrainjobs ↗� 

4. Intern -HR Energyjobs Jobs United Arab Emirates Energyjobs ↗� 

5. Intern -HR Botanyjobs Jobs United Arab Emirates Botanyjobs ↗� 

6. Intern -HR Searcheuropeanjobs Jobs United Arab Emirates Searcheuropeanjobs ↗� 

7. Intern -HR Automobilejobs Jobs United Arab Emirates Automobilejobs ↗� 

https://ae.expertini.com/jobs/job/intern-hr-united-arab-emirates-totalenergies-c8e919e661/?utm_source=pdf_job
https://google.de/amp/s/automationjobs.info/job/intern-hr-united-arab-emirates-totalenergies-c8e919e661-united-arab-emirates/
https://google.ae/amp/s/scrumjobs.info/job/intern-hr-united-arab-emirates-totalenergies-c8e919e661-united-arab-emirates/
https://google.com/amp/s/bahrainjobs.info/job/intern-hr-united-arab-emirates-totalenergies-c8e919e661-united-arab-emirates/
https://google.co.uk/amp/s/energyjobs.info/job/intern-hr-united-arab-emirates-totalenergies-c8e919e661-united-arab-emirates/
https://google.com.au/amp/s/botanyjobs.info/job/intern-hr-united-arab-emirates-totalenergies-c8e919e661-united-arab-emirates/
https://google.co.in/amp/s/searcheuropeanjobs.com/job/intern-hr-united-arab-emirates-totalenergies-c8e919e661-united-arab-emirates/
https://google.com.au/amp/s/automobilejobs.info/job/intern-hr-united-arab-emirates-totalenergies-c8e919e661-united-arab-emirates/


8. Intern -HR Advertisingjobs Jobs United Arab Emirates Advertisingjobs ↗� 

9. Intern -HR Newyorkjobscareer Jobs United Arab Emirates Newyorkjobscareer ↗� 

10. Intern -HR Melbournejobs Jobs United Arab Emirates Melbournejobs ↗� 

11. Intern -HR Torontojobs Jobs United Arab Emirates Torontojobs ↗� 

12. Intern -HR Bangkokjobs Jobs United Arab Emirates Bangkokjobs ↗� 

13. Intern -HR Bluecollarjobs Jobs United Arab Emirates Bluecollarjobs ↗� 

14. Intern -HR Baghdadjobs Jobs United Arab Emirates Baghdadjobs ↗� 

15. Intern -HR Canadajobsearch Jobs United Arab Emirates Canadajobsearch ↗� 

16. Intern -HR Ultimatejobfinder Jobs United Arab Emirates Ultimatejobfinder ↗� 

17. Intern -HR Newsmediajobs Jobs United Arab Emirates Newsmediajobs ↗� 

18. Intern -HR Onlinejobsearch Jobs United Arab Emirates Onlinejobsearch ↗� 

19. Intern -hr Jobs United arab emirates ↗� 

20. AMP Version of Intern -hr ↗� 

21. Intern -hr United arab emirates Jobs ↗� 

22. Intern -hr Jobs United arab emirates ↗� 

23. Intern -hr Job Search ↗� 

24. Intern -hr Search ↗� 

25. Intern -hr Find Jobs ↗� 

Source: https://ae.expertini.com/jobs/job/intern-hr-united-arab-emirates-totalenergies-c8e919e661/

Generated on: 2024-05-04 by Expertini.Com

https://google.co.in/amp/s/advertisingjobs.info/job/intern-hr-united-arab-emirates-totalenergies-c8e919e661-united-arab-emirates/
https://google.de/amp/s/newyorkjobscareer.com/job/intern-hr-united-arab-emirates-totalenergies-c8e919e661-united-arab-emirates/
https://google.ae/amp/s/melbournejobs.info/job/intern-hr-united-arab-emirates-totalenergies-c8e919e661-united-arab-emirates/
https://google.com.au/amp/s/torontojobs.info/job/intern-hr-united-arab-emirates-totalenergies-c8e919e661-united-arab-emirates/
https://google.co.uk/amp/s/bangkokjobs.info/job/intern-hr-united-arab-emirates-totalenergies-c8e919e661-united-arab-emirates/
https://google.com/amp/s/bluecollarjobs.info/job/intern-hr-united-arab-emirates-totalenergies-c8e919e661-united-arab-emirates/
https://google.de/amp/s/baghdadjobs.info/job/intern-hr-united-arab-emirates-totalenergies-c8e919e661-united-arab-emirates/
https://google.de/amp/s/canadajobsearch.info/job/intern-hr-united-arab-emirates-totalenergies-c8e919e661-united-arab-emirates/
https://google.ae/amp/s/ultimatejobfinder.info/job/intern-hr-united-arab-emirates-totalenergies-c8e919e661-united-arab-emirates/
https://google.co.uk/amp/s/newsmediajobs.info/job/intern-hr-united-arab-emirates-totalenergies-c8e919e661-united-arab-emirates/
https://google.com/amp/s/onlinejobsearch.info/job/intern-hr-united-arab-emirates-totalenergies-c8e919e661-united-arab-emirates/
https://www.google.com/amp/s/ae.expertini.com/jobs/job/intern-hr-united-arab-emirates-totalenergies-c8e919e661/
https://www.google.co.in/amp/s/ae.expertini.com/jobs/job/intern-hr-united-arab-emirates-totalenergies-c8e919e661/amp/
https://www.google.de/amp/s/ae.expertini.com/jobs/job/intern-hr-united-arab-emirates-totalenergies-c8e919e661/
https://www.google.co.uk/amp/s/ae.expertini.com/jobs/job/intern-hr-united-arab-emirates-totalenergies-c8e919e661/
https://www.google.es/amp/s/ae.expertini.com/jobs/job/intern-hr-united-arab-emirates-totalenergies-c8e919e661/
https://www.google.fr/amp/s/ae.expertini.com/jobs/job/intern-hr-united-arab-emirates-totalenergies-c8e919e661/
https://www.google.at/amp/s/ae.expertini.com/jobs/job/intern-hr-united-arab-emirates-totalenergies-c8e919e661/
https://ae.expertini.com/jobs/job/intern-hr-united-arab-emirates-totalenergies-c8e919e661/?utm_source=pdf_job&utm_medium=social
https://expertini.com

