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Key Responsibilities of the General Directorate of Employee Records
Management

1.

2.
3.

10.
11.

12.

Maintain, organize, and update employee personnel records (files) in a systematic
manner.

Prepare and manage personnel files for newly appointed employees.

Ensure proper documentation of employee personal data, qualifications, and work
history.

Develop and maintain a comprehensive database of active, separated, and transferred
employees.

Securely store and protect all employee records, ensuring confidentiality and data
integrity.

Process and record employee performance evaluations in both physical files and
digital systems.

Record rewards, disciplinary actions, and other employment-related decisions in
accordance with civil service laws and regulations.

Coordinate with other organizations to obtain or transfer employee records when
required.

Review personnel files to identify and complete missing or incomplete
documentation.

Prepare summaries of employee work experience and service history when needed.
Identify employees eligible for retirement based on age or years of service and
process their records accordingly.

Respond to official correspondence and inquiries related to employee records and
personnel matters
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Retirement Section:

1. Proposing and obtaining approval for employees who are referred to retirement due to

advanced age and completion of forty years of service, and issuing official letters to

the relevant departments.

Reproducing and distributing correspondence of retirees to the relevant departments.

3. Reviewing and verifying employees who are eligible for retirement due to completing
forty years of service or reaching the age of 65.

4. Processing all retirement procedures, from obtaining approval, entering and
registering in the online system, to submission to the Pension Treasury of the Ministry
of Finance.
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Human Resources Information System (HIMRIS) Section:

1. Entering data of newly recruited employees including personal information, education,
work experience, performance evaluation results, trainings, rewards, penalties,
transfers, and terminations into the HIMRIS system
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Performance Evaluation Section:

1. Planning the performance evaluation process for employees (both senior and junior

staff) in accordance with their recruitment terms.

Preparing evaluation forms for all employees.

3. Monitoring the trial and annual evaluation processes in person and ensuring

completion of procedures.

Identifying employees’ weaknesses and referring them to training programs.

Assisting in organizing short-term and mid-term training programs and mentoring

employees.

6. Providing constructive feedback to employees and relevant departments after
performance evaluation results.
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