Bandar A. Al-Hazmi
Birth Date: October 14, 1969
Mobile: 0504606284
E-Mail:
hazmiba@aramco.com.sa

DISCIPLINE:

Business Administrator

SUMMARY:

| have experience working with Saudi Aramco over 25 years, total experience as HR / Administration
working for Saudi Aramco Departments and projects. | have gained considerable knowledge and
experience in Human Recourses, Employment and Management administration.

QUALIFICATIONS:

Apprenticeship Program for about 3 years with Saudi Aramco after High school completion.

50 hrs. With Arab Open University (Business Administrator)

CAREER HISTORY:

Jan 2013 - Mar 2015
Business Administrator (Project Management -Saudi Aramco)

Responsibility and Duties:

e Conducts administrative/business-related matters for assigned.

e Directs project control/support activities, such as cost control and
scheduling

e Provides support for assigned project(s) by ensuring coordination with
other Saudi Aramco organizations such as PMOD, IT, Transportation,
Finance, Industrial Relations, Material Supply, etc.

e Monitors and controls contract administration, ensuring that business
aspects of contracts are conducted according to good business
practices and that Saudi Aramco requirements are fulfilled.

e Ensures that the division’s and Saudi Aramco’s reporting and
budgeting requirements are maintained, and ensures the smooth flow
of documents in and out of the division or project.

e Interacts with unit supervisors and division/department training
coordinators on employee development matters


mailto:hazmiba@aramco.com.sa

June 2010 — Dec 2012:

Staff Analyst PIng & Prog:

Responsibility and Duties:

e Assists in preparing departmental reports such as Business
Plan, Operating Plan, Accountability Reports and other related
reports for management review and endorsement.

2. Prepares charts, graphs and organizes relevant statistics in
the preparation of management requested reports, studies and
analyses, and usual presentations.

3. Provides analyses and summaries, as assigned, of various
departmental problems and issues, and presents findings to
management.

4, Studies departmental accountability and budgeting procedures
for refinements as to method, control, computerization
opportunities, etc.

5. Provides guidance to department management and other
personnel regarding budgeting and accountability procedures.
6. Provides work direction to lower classified personnel as
required.

7. Performs other related staff and analytical duties as
requested.

Feb 1991 — May 2010:
Salary Administration (Personnel Dept. Saudi Aramco)

Responsibility and Duties:

e Responsible for all Salary actions such Merit increase, Promotion, and employee data
changes.
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