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· High School (3RD Secondary – Science Section) (1989-1990)

· Bachelor Degree in General Medicine (1991- 1997)
· Completed Computer Course (Ajman Educational Institute) Ajman, U.A.E. from 01st June 1999 to 30th July 1999.
· Communication Skills (Gulf Air) Dubai, U.A.E. from 18th March 2003 to 19th March 2003.
· Employee of the month August 2003.
· Customer Service Induction (Gulf Air) Dubai, U.A.E. from 06th June 2004 to 10th June 2004.
· Falcon Host Reservations (Gulf Air) Bahrain, U.A.E. from 20th June 2004 to 24th June 2004.
· Essential HR Skills (Institute for International Research) from 19th October 2008 to 23rd October 2008.
· HR Management Skills (Spearhead Training) from 07th November 2010 to 10th November 2010.

· Oracle (HRMS & Payroll).
· Certified HR Manager (Blue Ocean Academy) from 01st September 2012 to 31st October 2012.
· Certified HR Manager (CHRM) from American Certification Institute, expiration date January 20, 2018. 

· Bunya Enterprises LLC, Reem Island, Abu Dhabi
· Manager – HR & Administration (16th March 2008 – Till date) 
· Managing & controlling all the Administrative functions and Personnel matters related to staff attendance / records such as annual leave, Sick Leave, staff entitlements of overtime, salaries and allowances are actioned in accordance with the Company regulations and UAE Labour Law in order to ensure that services are provided in an effective & efficient manner.
· Arranging training programs in coordination with the concerned Department Head / Directors to improve staff's skills.

· Manage the interview process and participate in scoring & selection services relating to recruitment, such as making the necessary arrangements for the interview and inform the short listed candidates of time, date and place of the interview. 
· Ensure that any promotion or recruitment taking place should be checked against the manpower budget to avoid over-staffing and over-grading.
· Ensure all existing formalities are completed on terminations / resignations within the company and local government guidelines.
· Established HR Manual and implement policies and procedures.
· Established Salary Survey, staff grading, and compensations and benefits.
· Ensure that the disciplinary procedures are followed and action is taken in accordance with the company regulations and labour law.

· Coordinate with the external entities related to Human Resources (Pension, Labour).

· Arrange and ensure that all staff members are covered by life insurance and medical insurance including eligible family members as per rules & regulation. 

· Arranging and assisting the managers with the processes along with Public Relation officer in issuing / renewing & cancelling work permit labour card & residence visa for staff and eligible family members.
· Ensure all employee files are maintained and updated in accordance with company’s guidelines and that they meet the requirements of External Audits.

· Monitor and coordinate the company’s performance appraisal program and ensure all appraisals are conducted in a timely manner and within the company guidelines.
· Maintain and update company job descriptions on all active positions within the company.

· Interpret and be aware of changes in relevant U.A.E. legislation in order to implement and monitor policies and procedures within the U.A.E. over the whole range of personnel activities in co-ordination with the company.

· Prepare and maintain the organizational chart.

· Responsible for outsourced cleaners and ensure that their job is maintained up to the company standards.

· Responsible for all the company car maintenance, registration and insurance.
· Responsible in verifying all the invoices related to Administrative matters and sending them to the Director of Finance & Admin for final approval of payments.

· Ensure that appropriate Health & Safety standards and control are applied for all the Bunya operating staff.
· Preparing monthly payroll with all additions/ deductions in oracle (HRMS).
· Gulf Air, Dubai & Abu Dhabi
· HR Officer (13th May 2001 to 10 March 2008) 
· Managing & controlling all HR functions and Personnel matters related to staff for Dubai & Northern Emirates. 

·   
· Maintain staff payroll records.
· Participate in the preparation and updating the records of approved and actual manpower strength, positions, their grades etc., in accordance with the Manpower Budget for each year.
· Gulf Air, AbuDhabi, assisting the Senior Manager in daily matters, drafting letters, keep track of incoming / outgoing correspondence, organizing and maintaining filing system, preparing files / documents for meetings, structuring a common library containing information for the benefit of daily activity.
· Ministry Of Labour Affairs, Dubai

· Personal Assistant to Assistant Undersecretary (1st March 1999 to 1st October 2000) 
· Assisting the Assistant Undersecretary  in daily matters, drafting letters, keep track of incoming / outgoing correspondence, organizing and maintaining filing system, preparing files / documents for meetings, structuring a common library containing information for the benefit of daily activity.


During my tenure with Gulf Air - Dubai, I have been assigned by the Management at Head Office Bahrain for a temporary basis position as Acting Human Resources Manager – UAE based in Abu Dhabi, to handle the relocation of Cabin Crews & Pilots back to Bahrain, that includes closing files, visa cancellation and final settlement collection and all other related matters from Nov 05 till Jun 06.

· Arabic: Native

· English: Fluent

· Romanian: Spoken Fluently

· Excellent communication and people skills.

· Good understanding of cultural differences.

· Strong teamwork skills.

· Time management and prioritization skills.

· Proactive, self-motivated and able to work under pressure.

· Organizational and planning skills.

· Excellent computer skills.


· Nationality     : Jordanian

· Date of birth  : 15/09/1972

· Marital status : Married
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To:	


The HR Manager.











Dear Sir / Madam,





I am writing to apply for the position of Human Resources Manager. 


I am an outcome-oriented Human Resources specialist who has worked in various senior HR positions to assist companies in achieving sustainable business growth and a positive operating culture. I have a demonstrated ability to manage the demands of employee recruitment, training and termination, as well as the day-to-day requirements of remuneration management, Occupational Health and Safety, and industrial relations issues. My qualifications and professional development have contributed to my ability to manage these diverse responsibilities, but I believe it is my interpersonal skills and open-door policy that have driven my success in fostering strong long-term workplace processes and relationships. In my current and previous positions I have been responsible for driving the learning and development of both the management team and the general staff. I always aim to support and coach the team with positivity to encourage engagement and shape the culture of the organization. A key skill I have acquired is the ability to successfully develop, implement and manage new HR systems and procedures. I enjoy the challenge of integrating a new system and working with the wider HR team to ensure a smooth and improved workflow. I have a proactive management style with the ability to drive significant change management activities. I approach all my work with an enthusiastic, professional attitude and look forward to utilizing my skills in a new and challenging environment. I would welcome the opportunity to discuss my qualifications and experience with you in further detail. 








Yours sincerely, 














Yomna 


Enclosure: Resume








Yomna 


Email:  � HYPERLINK "mailto:Yomna.125142@2freemail.com" �Yomna.125142@2freemail.com� 
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