Curriculum vitae

 Ismeil.12649@2freemail.com 
 Full Name:                        Ismeil
Nationality:                     Syrian

Birth Date:                         1/6/1980  
Marital Status:                   Single


 Education & Qualification:-
· Bachelor Degree in Law Damascus University ( 2007)
· Secondary school (literature ) in( 2000)
· Secondary school (Electronics) in (1998)

Work Experience:
· From 17/8/2004 till 22/2/2009 
· Al Qudra Sports Management

· HR Officer

Job description.
1. Authorize & prepare employee annual vacation balance.
2. Authorize & prepare the vacation procedures for the employee.
3. Authorize & prepare staff work resumptions.
4. Employee promotions & demotions procedures.
5. End of service benefits procedures for the resigned & terminated employee.
6. Authorize & prepare due air tickets booking for employee.
7. Prepare & arrange to the company for due payment report of (employee salaries).
8. Authorize & prepare the employee attendance time tables to be collected from the military.
9. Coordinating between military & Company for employee issues.
10. Authorize & prepare certificates of ''to whom it may concern'' for the employee.
11. Filing system.
12. Employee internal transferring procedures.
13. Follow up the procedures of giving the passports to the employee after military approval.
14. Authorize & prepare the gate pass documents for the employee working with military camps.
15. File the complain and resolve (employee).
16. Company relation with employee. 

17. Receiving employee calls & answering inquiries.
18. Answer the banks inquiries about the trainers.
19. Employee uniform distribution.
· From 1/8/2002 till 1/7/2004.
· Alaa Tower Hotel, Syria.
· HR assistant.

Job description
· Control staff sign in – out.
· Authorize & prepare staff vacations &work resumptions (financially).
· From 1/1/2001 till 1/5/2002

· HIleopolis Hotel, Syria

· PRO

Job description

· Coordinated between the Hotel & the governmental departments.
· Arranged official documents concerning Hotel operations.
· From 1/1/2009 till   present
· Al Manaei Advocate and Legal consultant 

· Lawyer assistant 
Job description:
· Write lawsuit arguments.
· Follow-up the case and administration thing in the court .
· Follow-up the case and administration thing in the office and write down in the  legal calendar. 
· Attendance expertise meeting for the cases .
· Typing the lawsuit argument .
· From 1/8/2004 till 1/8/2005.

· Read Taoos (lawyer ).

· Assistant lawyer.
Job description
· Registered & submit to higher authority Lawsuit.
· Scheduled the client appointments.
· Received calls & answering client inquiries.

Certificates & Training Courses.
· Diploma in Business Management & public relation (The Arab Center for Sciences) (2003).

· Diploma in Microsoft Office (The Arab Center for Sciences)(2003).

· Course (windows, Internet.)(2003).
· Course    Excellence in marketing (Mamoun International Corporation) (2008).
· Course in ( HRM )                         (Mamoun International Corporation)  (2008).
· Diploma in Neuro Linguistic Programming (NLP)                 } INLPTA) {2008).
· Course in Basic First Aid and CPR             (ABU DHBI UNIVERSITY)(2008).
· Course in typing ( Arabic / English) (very good).

Other information 
· Strong Communication skills and mater personal.
· Trust work with an ability to take up new responsibilities & challenge.
· Aware of safety Fire Fighting drills.
· Valid U.A.E Drivers License.
· Fast learner.
· Strong time management skills.
· Considered oneself to be patient, determine and hardworking (team player).
· Strong IT skills.

Languages:
· Arabic: mother tongue. 
· English: very good.[image: image1.png]
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