
 

  

 

The Organizational Handbook of 
General Administration of Human 

Resources 
 



  

 

Edit by Projects Developing Team-First Edition Preparing by Development Projects Team – First Edition 

CONTENTS: 

Introduction: ........................................... 3 

General Director's Message: ................................ 4 

General Director of Human Resources ......................... 4 

Hmood bin Badi Alharbi ................................... 4 

Organizational Chart ....................................... 

Organizational Chart: ..................................... 6 

General Directorate of Human Resources In Brief: ................ 7 

General Directorate of Human Resources In Brief: ................ 8 

Vision: ................................................ 8 

Mission: ............................................... 8 

Strategic Objectives: ...................................... 8 

Human Resources Management Tasks ......................... 8 

Basic Organizational Tasks: ................................. 9 

 Departments related to the Human Resources Directorate: .......... 11 

 

  

file:///E:/المستندات/الترجمة/الإدارة%20العامة%20للموارد%20البشرية/الأدلة%20والتنظيمات/الدليلي%20التنظيمي%20مترجم.docx%23_Toc153785612
file:///E:/المستندات/الترجمة/الإدارة%20العامة%20للموارد%20البشرية/الأدلة%20والتنظيمات/الدليلي%20التنظيمي%20مترجم.docx%23_Toc153785614
file:///E:/المستندات/الترجمة/الإدارة%20العامة%20للموارد%20البشرية/الأدلة%20والتنظيمات/الدليلي%20التنظيمي%20مترجم.docx%23_Toc153785619


  

 

Edit by Projects Developing Team-First Edition Preparing by Development Projects Team – First Edition 

  

In the Name of Allah, the Most 
Gracious, the Most Merciful 
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INTRODUCTION: 

  The General Directorate of Human Resource at the University was established by 

virtue of the Royal Decree No. 7808 / MB, dated 12/11/1431 AH (*), as it represents an 

important and vital role at the university  which touches two important components: faculty 

members and employees. These two components strive to fulfill their responsibilities on all 

axes so that the university could become distinguished in teaching, research and community 

services. As a vital deanship at PSAU, The General Administration of Human Resources is 

working hard to upgrade the efficiency of performance and skill of faculty and employees in 

all aspects of attracting distinguished faculty members and employees, facilitating 

administrative, financial and service procedures, providing professional training, 

postgraduate scholarships, internal and external conferences and seminars. 
 

 This guide in your hands, hoping for success and guidance from Allah Almighty. 
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General Director's Message: 
 

We are working in General Directorate of Human Resources at (PSAU) to achieve 

university's third strategic goal, which is recruiting distinguished human resources, their 

development and preservation.In order to achieve such goal, HR Directorate seeks, 

alongside of its basic tasks derived from the rules and regulations of attracting, training, and 

engaging opinions and preventing employee leakage , to manage human capital based on 

modern concepts and best practices in human resources management field   which 

ensuring optimal use of human resources. Moreover, working on enhance principles & 

professional ethics and establishing high professional standards. 

   

General Director of Human Resources 

  Hmood bin Badi Alharbi 
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         Organizational Chart:   
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General Directorate of Human 

Resources in Brief: 
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General Directorate of Human Resources In Brief: 

General Directorate of Human Resources is responsible for implementing provisions 

of regulations & systems for all human resources procedures of the university’s staff, 

in terms of planning, recruitment, selection, employment, benefits, vacations and other 

procedures, in addition to implementing the regulatory procedures for all its various 

activities. 

 

Vision: 

Excellence and leadership in managing all Human Resources activities   
domestically & globally.  
 

Mission: 

Providing high quality management services by applying the best global practices & 
modern techniques of human resources field. 
 

Strategic Objectives: 

1. Building a stimulating management system. 

2. Facilitating administrative and service procedures of human resources the 
university. 

3. Develop skills and raise the efficiency of administrative performance of human 
resources in university. 

4. Setting & yearly update a strategic plan for the university’s manpower. 

5. Aware the university’s human resources about the rules and regulations. 
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 Basic Organizational Tasks: 

1. Managing and implementing annual plans of the management after their approval. 

2. Setting development plans of work systems and policies and approving them. 

3.  Recruitment and employing qualified workforce. 

4. Activating internal communication mechanisms. 

5. Implementing and updating the procedural guide of human resources 
management and submitting it for approval. 

6. Organizing and documenting human resources records by using modern 
technologies and ensuring that they fulfilled with all required data. 

7. Automating all processes, work procedures and required programs for human 
resources management. 

8. Participate in preparing the university’s annual budget projects regarding human 
resources. 

9. Following up vacant and occupied jobs series and assessing the needs of all diverse 
categories for approval. 

10. Setting an annual plan for training & developing human resources and identifying 
training needs. 

11. Apply procedural processes of human resources, accurately implement them & 
updated if needed. 

12. Implement unified human resources system application (MAWARD), updating 
and developing information in coordination with the relevant departments. 

13. Prepare and submit periodical reports of Human Resources Directorate 
achievements, proposals and developmental solutions for them. 

14. Participation in work committees in relevant. 

15. Follow up preparation of performance charters for all university staff. 
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16. Study & evaluate work environment analysis and implement its 
recommendations after their approval. 

17. Develop and update job description cards for all jobs at the university. 

18. Set performance evaluation processes of the staff according to the approved 
evaluation models, take appropriate measures and document them in employee 
records. 

19. Review, audit and approve staffs' monthly payrolls. 

20. Set a career path plan and implement it after its approval. 

21. Implement the basic performance indicators system, which includes 
measurement and setting reports of results and recommendations. 

22. Follow up implementation of labor regulations, provisions and all employees' 
affairs (recruitment, promotions, vacations, assignments, travel tickets, penalties, 
dismissals, settlement of dues...etc.) 

23. Carrying out any assigned work to the directorate within its responsibilities'. 
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Departments related to the Human Resources Directorate: 
 

1. THE GENERAL DIRECTOR'S OFFICE   

IN BRIEF: The General Director's Office, which organizes and follows up 
administrative processes related to the General Director, is considered the 
link between the Director-General and departments related to the 
directorate. 

 

    TASKS: 

 General supervision and organize the General Director's 
administrative processes. 
 Follow up administrative procedures implementation with other 
departments related to the general directorate. 
 Organize secretarial tasks. 
 

 

  

  

 

 

E-Mail 
E

xtension 
G

eneral Director Assistant 

T
Team Staff 

Info.  

a.al
sraihah@psau.edu.sa 

2
332 

A
bdulAllah Khaloofa AlSuriaha 

E-Mail 
E

xtension 
N

ame 
m.a

lsubiai@psau.edu.sa 
2

311 
S

alman Abdullah Al-Subaie 
e.al

tulyan@psau.edu.sa 
2

300 
I

brahim Khaled Altolyan 
a.k

abi@psau.edu.sa 
2

312 
A

bdo Hassan Kaabi 

e.al
tamim@psau.edu.sa 

2
335 

I
brahim Mohammad 

AlTamimi 
m.a

lotaibi@psau.edu.sa 
2

610 
M

astura Saadoun Al Otaibi 

mailto:a.alsraihah@psau.edu.sa
mailto:a.alsraihah@psau.edu.sa
mailto:a.kabi@psau.edu.sa
mailto:a.kabi@psau.edu.sa
mailto:e.altamim@psau.edu.sa
mailto:e.altamim@psau.edu.sa
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2. INTERNAL COMMUNICATION DEPARTMENT: 

 

IN BRIEF:  It is one of vital departments and includes sections and 
divisions that provide service to all university's staff 
 

    TASKS: 
 Receive Transactions from Internal and external parties. 
 Issue employee ID cards for university's staff. 
 Provide all requirements, including office supplies or 

publications related to the general directorate. 
 Develop electronic services and automation. 
 Manage the general directorate's website and media 

coordination. 
 Manage the directorate's events. 
 Organize university staff's files. 
 Communicate with all beneficiaries of General Directorate of 

Human Resources’ services and following up their needs. 
 
 

    SECTION: 
 Electronic Services Section. 
 Beneficiary Services Section. 
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    E-Mail 
E

xtension 
 

Department Manger 

 
Team Staff 

Info.  

 
m.aldakheel@psau.edu.sa 

2
350 

 
Moteb Salem AlDakheel 

 

Employees 

    E-Mail 
 

Extension 
 

Name 

 
a.alojayan@psau.edu.sa 

2
311 

 
AbdulAziz Abdullah AlOjyan 

 

 
d.aldaoud@psau.edu.sa 

2
345 

 
Dawood Mohammad Al Dawood 

 

 
a.alghanim@psau.edu.sa 

2
359 

 
AbdulAziz Khalid Al-Ghanim 

 

 
as.almosa@psau.edu.sa 

2
355 

 
Abdullah Saleh Al-Mousa 

 

 
k.alshaheen@psau.edu.sa 

2
352 

 
Khaled Naser Al Shaheen 

 

 
r.aldosari@psau.edu.sa 

2
354 

 
Rashid Faleh Al Dosari 

 

 
am.anzi@psau.edu.sa 

2
353 

 
AbdulRahman Mohammad AlAnzi 

 

 
a.aldusarai@psau.edu.sa 

-

- 

 
AbdulAlah Mohammad AlDosari 

 

 
t.alasraj@psau.edu.sa 

0
387 

 
Turki Saud AlAsraj 

 

 
b.alamar@psau.edu.sa 

2
357 

 
Bandar AbdulAziz Al-Amar 

 

 
ib.alonazi@psau.edu.sa 
-

- 

 
Ibrahim Qaidi AlAnazi 

 

 
moa.alotaibi@psau.edu.sa 

2
352 

 
Mohammed Saeed AlOtaibi 

 

 
a.alheef@psau.edu.sa 

2
385 

 
AbdulAlah Mohammad AlHeef 

 

 
ma.alqarni@psau.edu.sa 

-

- 

 
Mohammad Ali AlQarni 

 

 
so.alharbi@psau.edu.sa 

2
329 

 
Sultan Obaid AlHarbi 

 

mailto:a.alghanim@psau.edu.sa
mailto:ma.alqarni@psau.edu.sa
mailto:so.alharbi@psau.edu.sa
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m.aluerde@psau.edu.sa 

1
172 

 
Muzna Saleh AlUerde 

 
 

b.alkanhal@psau.edu.sa 
2

644 
 

Bothina Saeed AlKanhal 
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3. ACADEMIC HUMAN RESOURCES OPERATIONS DEPARTMENT: 
 

IN BRIEF:  It shall serve the university’s faculty members and their equivalent and to 
facilitate their job duties. 

 

    TASKS: 
 Complete contracting, transfer, and termination procedures. 
 Setting administrative decisions such as (vacations,  Mandating, secondment, 
and extension for those who have reached retirement age). 
 Issuing allowances and rewards decisions for faculty members and their 
equivalent. 
 Issuing statements and identification and experience certificates. 
 Issuing ticket orders for faculty members and their equivalent. 
 Renew non-Saudi faculty members' contracts. 
 Issue and renew non-Saudi faculty members' Iqama.  
 Issue letters and forms related to passport and recruitment matters. 
 Complete all transfer sponsorship procedures after receiving the approval of 
competent authority from the concerned department. 

 
 

    SECTION: 
 Recruitment and Employment Section 
 Benefits Section 

 

  

 

 

 

 

 

 

 

 

 

 

 

https://context.reverso.net/%D8%A7%D9%84%D8%AA%D8%B1%D8%AC%D9%85%D8%A9/%D8%A7%D9%84%D8%A5%D9%86%D8%AC%D9%84%D9%8A%D8%B2%D9%8A%D8%A9-%D8%A7%D9%84%D8%B9%D8%B1%D8%A8%D9%8A%D8%A9/delegation%2C+secondment
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   -Mail  

 
Extension 
 

Department Manger 
T

Team Staff Info.   
m.alatfe@psau.edu.sa 

2
320 

 
Mohammad Hamoud 

AlAtafe 
 

Employees 
 

    
E-Mail 

 
Extension 
  

Name 
 

 
m.almoqablah@psau.e

du.sa 

2
322 

 
Mohammad Fahad 

AlMoqablah 
 

 
m.aldosary@psau.edu.s

a 

2
325 

 
Mohammad Shafi 

AlDosary 
 

 
i.alenazi@psau.edu.s

a 

0
356 

 
Ibrahim Shaker 

AlAnazi 

 
mun.alharbi@psau.e

du.sa 

2
326 

 
Mounir Mohammad 

AlSulaimi 

 
ra.alaskar@psau.edu.

sa 

0
345 

 
Rashid AbduAllah 

AlAskar 

 
a.aljweir@psau.edu.s

a 

2
339 

 
Abdullah Saad AlJweir 

 
h.alhrabi@psau.edu.s

a 

2
328 

 
Hussein Naif AlHarbi 

 
a.alobaidan@psau.ed

u.sa 

0
343 

 
AbduAllah Hassan 

AlObaidan 

 
a.banihajer@psau.ed

u.sa 

0
347 

 
AbdulAziz Saud 

Banihajer 

 
r.altamrah@psau.edu

.sa 

2
327 

   
Rashid Fahd AlTamrah 

 
am.aldawood@psau.

edu.sa 

0
344 

  
AbduAllah 

Mohammad 
AlDawoodd 

 
s.alsairi@psau.edu.sa 

2
323 

 
Saleh Salem AlSairi 
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n.alamro@psau.edu.s

a 

2
324 

 
Naif Muhammad 

AlAmro  

 
a.mareer@psau.edu.s

a 

2
365 

 
AbduAllah 

Mohammad Mareer 

 
H.ALYOUSSEF@psau.

edu.sa 

1
176 

 
Hanan Mohammad 

AlYoussef 

 

naj.alanazi@psau.edu
.sa 

2
619 

 
Najah Matar AlAnazi 

  

Bo.alharbi@psau.edu.sa 
2

612 
 

Buthaina Saud AlHarbi 

 
f.sultan@psau.edu.sa 

2
614 

 
Fatima Ibrahim bin 

Sultan 

 

w.alhamdan@psau.edu.sa 
2

616 

 
Wadha Mohammed 

AlHamdan 

 

n.alshamran@psau.edu.sa 
2

611 

 
Noura AbduAllah 

AlShamran 

  
m.aluerde@psau.edu.sa 

1
172 

 
Muzna Saleh AlUerde 

 

 
b.alkanhal@psau.edu.sa 

2
644 

 
Bothina Saeed 

AlKanhal 

 

mailto:naj.alanazi@psau.edu.sa
mailto:naj.alanazi@psau.edu.sa
mailto:Bo.alharbi@psau.edu.sa
mailto:f.sultan@psau.edu.sa
mailto:w.alhamdan@psau.edu.sa
mailto:n.alshamran@psau.edu.sa
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4. FINANCIAL OPERATIONS DEPARTMENT 
 

IN BRIEF:  Salaries and Expenses Section shall set and pay salaries and entitlements 
of university's Staff with their various positions and categories at the beginning 
of each calendar month, approve them, then submit them to the financial 
department. 

 

    TASKS: 

 Set, review and audit monthly Payroll sheet of university's staff. 

 Set all various financial entitlement sheet of university's staff. 

 Calculate scholarship students' financial differences from stopping 
scholarships to starting work. 

 Set all required reports. 

 Approve and review deductions decisions in favor of Social Development 
Bank, Real Estate Development Bank or decisions issued against 
employees.  

 Transfer all financial entitlement of university's staff, including payroll 
and general financial entitlement, to their accounts through Etimad 
Platform. 

 Follow up and implement all ticket orders procedures. 
SECTIONS: 

 Payroll Section 
 Expenditure Section 
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E-Mail 

 
Extension 

 
Department 

Manger 
T

Team Staff Info.   
s.almasuod@psa

u.edu 

2
370 

 
Saleh Ali 

AlMasoud 
 

Employees 
 

 
E-Mail 

 
Extension 

 
Name 
 

 
a.aljeaidi@psau.e

du.sa 

2
371 

 
AbdulAziz Fahd 

AlJeaidi 
 

m.malanazi@psa
u.edu.sa 

0
348 

 
Mohammad Malfi 

AlAnazi 
 

a.aldarihm@psau
.edu.sa 

2
373 

 
AbdulAziz Ali 

AlDuraihm 

 
md.alqahtani@ps

au.edu.sa 

2
378 

 
Muhammad 

Dhaidan 
AlQahtani 

 
m.alotebi@psau.e

du.sa 

2
374 

 
Mubarak Habab 

AlOtebi 
 

k.alharbi@psau.e
du.sa 

2
377 

 
Khalaf Dhaidan 

AlHarbi 
 

a.aldosari@psau.
edu.sa 

2
381 

 
AbdulAziz 

Hussein AlDosari 
 

n.alsuleman@psa
u.edu.sa 

0
313 

 
Naser Ibrahim 

AlSuleman 
 

m.alajmi@psau.e
du.sa 

2
375 

 
Mohammad Fahd 

Alajmi 
 

ao.alonazi@psau.
edu.sa 

2
376 

 
Ahmed Odah 

AlOnazi 
 

fa.alonazi@psau.
edu.sa 

2
372 

 
Fahd AbdulLatif 

AlOnazi 
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5. HUMAN RESOURCES DEVELOPMENT MANAGEMENT 

   IN BRIEF:  Human Resources Development Management shall develop the human 

element at the university through scholarship and training programs which will 

contribute in university advancement. 

TASKS: 

• Training 

• Ticket orders. 

• Financial claims. 

• Conferences, seminars, workshops and visits. 

• Financial guarantees. 

• Follow up quality management system, improve administrative 

processes, and develop general directorate of HR structure. 

• Set the strategic plan, follow up its implementation. Also. Shall follow up 

the annual reports of general directorate of HR and the university. 

• Launch job performance cycle . 

• Reviewing performance charters of university's staff to be approved or 

rejected. 

• Setting up a performance charters database for university's staff. 

• Announcing semi-annual review period of performance evaluation  . 

• Setting up a database for final job performance evaluation of university's 

staff. 

• Receiving, studying and examining job performance evaluation 

grievances. 
SECTIONS: 
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• Job Performance Section 

• Training & Development Section 

 

  

  

 

 

 

 

 
E-Mail 

 
Extension 

 
Department Manger 

T
Team Staff Info.  

 
ra.alqahtani@psau.edu.sa 

2
390 

 
Rashid AbduAllah 

AlQahtani 
  

Employees 

 
E-Mail 

 
Extension 

N
ame 

 
Ms.alharbi@psau.edu.sa 

2
380 

 
Mohammad Saad 

AlHarbi 
 

a.alotaibi@psau.edu.sa 
2

396 
 

Ahmed Hashr AlOtaibi 
 

f.alotaibi@psau.edu.sa 
- 

 
Fouad Munif AlOtaibi 

 
w.almohsen@psau.edu.sa 

2
399 

 
Wael AbdulRahman Al 

Mohsen 
 

fa.alqahtani@psau.edu.sa 
2

395 
 

Fahed Monahi AlQahtani 

 
m.aldirihm@psau.edu.sa 

2
391 

 
Mohannad Rashid 

AlDirihm 

 
m.alyemni@psau.edu.sa 

2
392 

 
Mohammed Rashid 

AlYemni 
 

s.allwimy@psau.edu.sa 
0

300 
 

Saeed Fahad AlLwimy 
 

nasser.alharbi@psau.edu.sa 
-

- 
 

Nasser Bandar AlHarbi 
 

h.aldurihem@psau.edu.sa 
2

621 
 

Hanadi AlDurihim 
 

a.alyemni@psau.edu.sa 
2

623 
  

Aljohara AlYemni  
 

ai.alothman@psau.edu.sa 
2

624 
 

Amal AlOthman 
 

m.binswielme@psau.edu.sa 
2

622 
 

Munirah BinSwielme 

mailto:Ms.alharbi@psau.edu.sa
mailto:s.allwimy@psau.edu.sa
mailto:nasser.alharbi@psau.edu.sa
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6. ADMINISTRATIVE HUMAN RESOURCES OPERATIONS DEPARTMENT 

  
   IN BRIEF:  Administrative Human Resources Operations Department shall plan, 
organize, compensate, integrate and develop staffs in order to be contributed in 
organizational, individual and societal goals. 
 
TASKS: 

 Promotions, recruitment, transfer, assignment and secondment. 

 Vacations and Deductions. 

 Retirement, insurance, termination of service, and suspend an official. 
 Financial Entitlements, compensation and rewards. 

 Procedures on jobs (transferring - raising - lowering – registering and 
documenting job incidents) 
 Follow up attendance and departure records of employees, whether 
using previously attendance sheets or fingerprint device currently. 
 Responding to Oversight and Anti-Corruption Authority letters 
regarding their oversight tours of university Departments. 
 Conducting inspection tours of university departments, following up 
attendance, and ensuring the integrity of attendance -departure lists from 
notes. 
 Initial investigation of negligent employees and requesting excuses 
before referring them to the related committee to look into their 
violations. 
 Operating, programming and maintenance fingerprint devices and 
ensuring its working properly. 
 Meeting with the follow-up unit's employees almost daily and 
following up on their work and observations. 

 

 SECTIONS: 

 Recruitment and Beneficiary Care  Section 
 Promotions and Administrative Formations Section  
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E
-Mail 

E
xtension 

D
epartment Manger 

T
Team Staff 

Info.  

f
.alhaqbani@psau.edu.sa 

0
330 

F
ahad AbduAllah AlHaqbani 

 

Employees 

E
-Mail 

E
xtension 

N
ame 

a
lqahtani.a@psau.edu.sa 

0
312 

T
urki Saeed AlQahtani 

m
.almohssen@psau.edu.sa 

2
349 

M
ohammad Ali AlMohssen 

a
.azyabi@psau.edu.sa 

2
341 

I
ssa Maqbool Azyabi 

a
.alowimer@psau.edu.sa 

0
307 

A
bdulAziz AbdulRahman 

AlOwimer 

a
.almuqrin@psau.edu.sa 

0
315 

A
bdulMajeed Abdul Aziz 

AlMuqrin 

a
.algamdi@psau.edu.sa 

2
348 

A
bduAllah Ahmed AlGamdi 

m
.shwered@psau.edu.sa 

2
346 

M
ubarak Saad AlShwered 

s
.aldosary@psau.edu.sa 

0
333 

S
aad Ayed AlDosary 

a
s.alhamad@psau.edu.sa 

2
343 

S
aad Ibrahim AlHamad 

m
.almiteb@psau.edu.sa 

2
343 

M
ohammad AbdulAziz AlMiteb 

t
.alheeri@psau.edu.sa 

2
347 

T
alal Hassan Alheeri 

m
.alqrishy@psau.edu.sa 

2
362 

M
osaad AbduAllah AlQraishy 

a
n.alhrbi@psau.edu.sa 

2
344 

A
li Naif AlHarbi 

b
.almosa@psau.edu.sa 

0
305 

B
assam AbdulLatif AlMosa 

s
.aljuaydi@psau.edu.sa 

0
319 

S
aeed Hamad AlJuaydi 

k
r.altamimi@psau.edu.sa 

2
342 

K
haled Rashoud AlTamimi 

S
.ALJOUFI@psau.edu.sa 

2
344 

S
aad Mohammad AlJoufi 

h
.baumah@psau.edu.sa 

2
347 

H
assan Mohammad Baumah 

s
.alharbl@psau.edu.sa 

2
344 

S
aud Lafi AlHarbi 
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s
.binsaif@psau.edu.sa 

0
431 

S
aif Fahad Bisaif 

m
.almmeraf@psau.edu.sa 

1
613 

M
ubarak Rashid AlMmeraf 

s
a.alothman@psau.edu.sa 

2
643 

S
heikhah AbdulAziz AlOthman 

s
.aljower@psau.edu.sa 

2
636 

S
arah Mohammad AlJower 

s
.alkhotaifi@psau.edu.sa 

2
635 

S
heikah Abdullah AlKhotaifi 

 

M
f.albali@psau.edu.sa 

2
637 

M
ona Fahd AlBilali 

n
.aldawood@psau.edu.sa 

2
639 

N
aglaa AbdulRahman 

AlDawoud 

g
.alhuthili@psau.edu.sa 

2
638 

G
hada Fahd AlHuthaili 

l
.hantosh@psau.edu.sa 

2
634 

L
ulwa Saud Alhantosh 

mailto:s.aljower@psau.edu.sa
mailto:s.aljower@psau.edu.sa
mailto:s.alkhotaifi@psau.edu.sa
mailto:s.alkhotaifi@psau.edu.sa
mailto:Mf.albali@psau.edu.sa
mailto:Mf.albali@psau.edu.sa
mailto:n.aldawood@psau.edu.sa
mailto:n.aldawood@psau.edu.sa
mailto:g.alhuthili@psau.edu.sa
mailto:g.alhuthili@psau.edu.sa
mailto:l.hantosh@psau.edu.sa
mailto:l.hantosh@psau.edu.sa
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With Many Thanks and 

Appreciation 

Human Resource Management 

  


