Title
Author
Date
Volume

New Landing Page - Level 1.1.2.2

4o

Recruit employee

qurement ‘E Vabt:anFiesto
Develop " e
manpower plan
: UAE - Human Resources & Admin
: Edwin Ramos Authorization: Authorized
: 3/22/2017 Date: 2/18/2025
: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317

HRA - Officer

UAE - Human Resources & Admin

Walk in recruitment
Overseas recru itment

Version: 3

Compensate
employee

Employee
compensated

—

SUP HRA

Owner: Hassan Al Aswad O Actions O Feedback
Diagram Version: 3

Review Date: None
F.T.E: 0.00

@ Change Log O Keywords
@ Change Requests ® Read Only



ERF received
from * Q
department Identify
potential
P candidate

RA - Officer

(s) SSHR

Title: Recruit Employee
Author: Edwin Ramos

Date: 6/12/2010
Volume: 0.00 Per Second

ERF = Employee
Requisition Form

Vacancy
requirements
identified

Authorization: Authorized

Cost Per Second: $ ,3.5,E-0317

New Landing Page - Level 1.1.2.2.1

Check existing
databank &
screen

Recruit Employee

Methods of contact:Mobile;

potential

HRA - Officer

(s) MS Excel

Evaluate
information
against
requirements

Version: 3

HRA - Officer

(s) MS Excel

Date: 2/4/2025

Potential SMS; Whatsup & email
candidates Advise the candidates to bring
identified the following:
CV, school & employment
certificates, NID & passport
* Potdggtltal * Interview Joins the
candidates completed Selected department
scheduled for candidates
Contact the interview Interview proceed for
candidates candidates vetting »
Potential
candidates
identified

Owner: Hassan Al Aswad

Diagram Version: 3
Review Date: None
F.T.E.: 0.00

O Actions O Feedback
@ Change Log ® Keywords
@ Change Requests ® Read Only



New Landing Page - Level 1.1.2.2.1.5 Version: 3

m Identify Potential Candidates

Potential
candidates

ERF received No SMSA UAE
from * internal * schedulgd for
department Process internal candidate interview
hiring for SMSA- selected Process external e
) UAE candidates hiring (local)
e —
Local

candidates

bank & agency

Internal hiring

X
Title: Identify Potential Candidates Owner: Hassan Al Aswad C Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 3 @ Change Log O Keywords
Date: 6/1/2017 Date: 1/26/2025 Review Date: None @ Change Requests ® Read Only

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



New Landing Page - Level 1.1.2.2.1.5.1 Version: 3

m Internal Hiring Process

Methods of
announcing; internal
hiring announce
through Message
Center receive by

All applications will

elm3i| fo:‘aSIlI\/ISA be filter as perthe
employee 0_ requirement required
Dubai

such as approval with
direct manager

Once provide the
replacement

Vacanciesto Q Announceme co?]':slit?dn:or Applicant Interview Department Internal hiring
be filled ntcompleted Receive interview Initial selected Conduct 2nd completed released Notify staff to completed
Announce applications Interview interview Request for join new
internal hiring from applicants release from department
_ candidates department —X
HRA- Officer RA- Officer HRA - Officer HRA- Officer
No SMSA UAE
internal
candidate
selected
©
Title: Internal Hiring Process Owner: Hassan Al Aswad C Actions O Feedback

Author: Edwin Ramos Authorization: Authorized Diagram Version: 3 @ Change Log O Keywords
Date: 6/1/2017 Date: 2/4/2025 Review Date: None @ Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



No SMSA UAE
internal
candidate
selected

urce
. candidates

Title: External Hiring Process (Local)

Author: Edwin Ramos Authorization: Authorized
Date: 2/4/2025

Date: 7/8/2017

New Landing Page - Level 1.1.2.2.1.5.2

HRA - Officer

External Hiring Process (Local)

Local or Overseas?

Local hire
Checkdata
bank

Advertisement on
internet job sites &
newspapers

Potential
candidates
scheduled for
interview

No candidates
identified

»

Advertise job

HRA - Officer

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317

hiring

Owner: Hassan Al Aswad

Diagram Version: 3
Review Date: None

F.T.E.: 0.00

Version: 3

O Actions O Feedback
@ Change Log O Keywords
@ Change Requests ® Read Only



New Landing Page - Level 1.1.2.2.1.7 Version: 3

m Contact the Candidates

Vacancies to be Waiting forall . Applicant Applicant Update in the \nterngl _
filled application Re.celvle selected . selected Request for record for . employee joins
Announce application Interview release from approval & Notify staff to dept.
internal hiring from Applicants dept payroll updated join new dept.
candidates :
- »

HRA - Officer HRA - Officer SUP - HRA HRA - Officer HRA - Officer
Dept Head

Title: Contact the Candidates Owner: Hassan Al Aswad O Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 3 @ Change Log O Keywords
Date: 7/8/2017 Date: 2/4/2025 Review Date: None @ Change Requests ® Read Only

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



Applicant
rejected
Potential
candidates
scheduled for Conduct initial
interview interview
B

New Landing Page - Level 1.1.2.2.1.10

Interview Candidates

Methods of

attached list of
candidates for
X interview and

Form
Applicant

rejected

- \nmgl D 2ndinterview
interview
o successful
successtu Conduct 2nd
interview for

entry level

Pre-interview

Title: Interview Candidates
Author: Edwin Ramos

Date: 7/10/2017
Volume: 0.00 Per Second

communication: email
sent to the dept with

Selection Interview

X

Version: 3

Requirements: Local
hire (Emiratis &
expats) signed the
offer letter & submit
to Labor Office will
register fixed portion
only (Basic & housing
allowance)

Final
by Conduct panel interview
Recruitment interview for successful
Supervisor management
level (5A
above)
Dept Head
Applicant
rejected

Authorization: Authorized

Date: 2/4/2025

Cost Per Second: $ ,3.5,E-0317

HRA - Officer

Diagram Version: 3
Review Date: None
F.T.E.: 0.00

HRA - Officer

Owner: Hassan Al Aswad

Employment Record * D Offer letter
offer accepted ) . updated stamped &
Offer package Link applicant registered
to candidates o ERF Request offer
letter
Candidates S;zs;::?; Request Joins the
signed offer bmission completed Process department
letter & su Reguest for requirements
company hiring cost for public
. relations
policies _—»

HRA - Officer

O Actions O Feedback
@ Change Log O Keywords
@ Change Requests ® Read Only



Offer

accepted
(local &
overseas)

N

Determine
candidates is
local or
overseas hire

Officer- HR /

Admin

Local

Process legal
documents for
expats &
Emiratis

Officer- HR/
Admin

Process overseas candidates

New Landing Page - Level 1.1.2.2.1.10.3

Process Requirements for Public Relations

Expats & Emiratis need to go to
labor office to check & compare
between the offer and contract
signed and change the
sponsorship

Expats & Emiratis
need to go to labor
office to stamp,

register the offer
letter to the system

6o 6)

Stamp & Prepare
register contract for
expats &

Emiratis

Officer- HR /
Admin

¥

Publicrelation
officer for
candidates

>
Link to: Train &
Develop Employee

—

Approved & transferred

local (expats & Emiratis)

and overseas ready for
join

L »

Officer- HR /
Admin

Title: Process Requirements for Public Relations
Author: Edwin Ramos
Date: 7/10/2017

Volume: 0.00 Per Second

Authorization: Authorized
Date: 3/21/2021

Cost Per Second: $ ,3.5,E-0317

Owner: Hassan Al Aswad
Diagram Version: 2
Review Date: None

F.T.E.: 0.00

O Actions

@ Change Log

Version: 2

O Feedback
O Keywords

@ Change Requests ® Read Only



New Landing Page - Level 1.1.2.2.1.10.3.2

Process Public Relations for Candidate

Authorized agency for
VISAissuing

Confirm with
recruitment

Ticket
available with

Airport pickup
Accommodation
Medical test
Residence permit
training
Medical card

Process overseas 1 2 Q 3 flrl:fotrm H: 4 Recruitment 5 Q
candidates Request Candidate has Travel date fexet can be . agency
valid visa Confirm travel Kknown Inform travel Pay &issue Arrange
agezwio date coordinator of the airline requirements
submi date ticket for candidates
>
Officer- HR / Officer- HR/ Officer- HR / Officer-HR/ Officer- HR /
Admin Admin Admin Admin Admin
Overseas employee arrives
Attached list rules
Labor office
acce pted the
file &issue N
reference ew
10 number 9 8 7 6 Q expatriate
Submit Request Receive prin- Print out Require Profession employees
documents to payment from out from available profession changed Process other
labor office FIN passport change by HR services
office
L
Officer- HR / Officer- HR/ Officer- HR / Officer-HR/ Officer- HR /
Admin Admin Admin Admin Admin
File rejected from labor Inform FIN of irmation received \otransrerred ue
office and returned to payment for payment
applicant thru
recruitment with reason
for rejection
X Link to: FIN

Author: Edwin Ramos

Date: 7/12/2017

Volume: 0.00 Per Second

Authorization: Authorized

Date: 3/21/2021

Cost Per Second: $ ,3.5,E-0317

Diagram Version: 2
Review Date:

F.T.E.

None
0.00

O Actions

@ Change Log

Version: 2

O Feedback
O Keywords

@ Change Requests ® Read Only



Title
Author
Date
Volume

New Landing Page - Level 1.1.2.2.2

Develop Manpower Plan

Budgeted or
Adhoc

E Q Requirements E
Yearly Determine identified Approve
requirement manpower manpower
requirements plan
.

Budget & New
Projects

Request from Ministry of Labor
Pay the fees thru Finance

Potential E Q Vacancies to be filled
candidates
identified Request for
employment
visas >
Internal recruitment
Local itment

: Develop Manpower Plan

: Edwin Ramos
: 6/13/2010
: 0.00 Per Second

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Owner: Hassan Al Aswad
Diagram Version: 3
Review Date: None
F.T.E.: 0.00

Version: 3

O Actions O Feedback
@ Change Log ® Keywords
@ Change Requests ® Read Only



Title
Author
Date
Volume

: Compensate employee
. Edwin Ramos

2 7112/2017

: 0.00 Per Second

New Landing Page - Level 1.1.2.2.4 Version: 3

Compensate employee

As per authority
matrix

Cost Per Second: $ ,3.5,E-0317

Compensate Application Approval ‘ Apnr[;v:rlnno;iﬁ::tinn
Staffprequetst appclri‘:arﬁon F::Tigiztle Submit for Q copr':plete ) . Trantsa-ctioilr:corded
eligibility approval as per "::ZZSESI insystem
» matrix b »
HRA - Officer HRA - Officer
Application
not eligible
X X
Owner: Hassan Al Aswad O Actions O Feedback
Authorization: Authorized Diagram Version: 3 @ Change Log O Keywords
Date: 2/4/2025 Review Date: None @ Change Requests ® Read Only

F.T.E.: 0.00



New Landing Page - Level 1.1.2.2.4.5 Version: 3

m Process HRA request

Monthly payroll
including:
personal loan
rent advance
monthly salary

employee award
WPS - Wages
Protection System
Monthly Employee APproYed EOSB (file
resignation & marked as

Manpower generated by bank account e
. termination P
report _ openin, inactive
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