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   Name  : Zafer                                                                                                                  
_____________________________________________________________________________

CAREER OBJECTIVE :    Human Resources &  Administration Manager,  position in oriented  company with             

                                               opportunity for personal advancement based on professional skilled achievement
EDUCATION :                     

JULY           1974                   BACHLORE CERTIFICATE, from “High School” Syria - Damascus
MAY           1996                   DIPLOM, “ MASTER OF BUSINESS ADMINSTRATION “  ,
                                                From “International High Correspondence Institute “, U.S.A., Pennsylvania 
JUNE          1997                    DIPLOMA, “MS OFFICE ( Excel , Access , Word )“ ,
                                                From “Foly-Belsaw Institute”, U.S.A, Kansas City. 

WORK EXPERIENCE :
17  My. 2010 / Up to Day      4 Stars hotel work as HR Manager (Part Time)
                                              responsible for personnel and human resources Department follow-up personnel Dep.
                                              for about 90 employees, follow all topics related to Syrian human Resources and 
                                              personnel Dep.         
25 Feb. 2005 / Up to Day      for Travel & Tourism and Hotels as Administration
                                               & HR Manager follow-up personnel Dep. for about of 850 employees, and extensive 

                                               Experience in all topics related to Syrian human resources and personnel Dep. 
 My Responsibilities:  as HR Manager
Maintains and enhances the organization's human resources by planning, implementing, and evaluating employee relations and human resources policies, programs, and practices. . Supporting the company’s strategic goals which help to design planning and implementation of these programs and policies, implement strategic organizational change to increase productivity and employee satisfaction.                                        
  My Job Duties :
· Maintains the work structure by updating job requirements and job descriptions for all positions.

· Organization staff by establishing a recruiting, testing, and interviewing program; counseling managers on candidate selection; conducting and analyzing exit interviews; recommending changes.

· Prepares employees for assignments by establishing and conducting orientation and training. 

· Maintains management guidelines by preparing, updating, and recommending human resource policies and procedures.

· Conducting periodic pay surveys, scheduling and conducting job evaluations; preparing pay budgets; monitoring and scheduling individual pay actions; recommending, planning, and implementing pay structure revisions.

· Ensures legal compliance by monitoring and implementing applicable human resource of state requirements and local labor laws and regulations; conducting investigations; maintaining records, representing the organization at hearings.

· Maintains historical human resource records by designing a filing and retrieval system; keeping past and current records.

· Collecting and analyzing employee data and maintaining accurate and complete employee records. 

· Supervise staff or entire departments, such as benefits coordinators, payroll, wellness plans, recruitment and placement specialists and training and development personnel. 

· Assisting the Management in staff selection and appointment process, fixing salaries 
· Preparation and disbursement of staff salaries. 
· Maintaining staff records and service register as per Government norms 
Calculation of staff leaves salary, gratuity. 
· Providing and maintaining staff transportation and accommodation. 
· Managing the process of employee visas, coordinating with the PRO, new visas, renewals and cancellation. 
· Preparing and maintaining the personal records of staff and workers as per the HR policies. 
· Monitoring the staff and workers 
· Assisting the management and Directors in maintaining the administrative functions of the office. 
· Maintaining all resources of the company, its inventory to ensure smooth functioning of the facility.                                    
28 May 1999 / 18 SEP 2005  HAMSHO TRADING EST.  it's one of Mahmoud Hamsho Group International  in Syria – Free Zone Damascus, I worked as "Marketing Manager" in the field of “ public local contracts and tenders “ hold all kind of trade transaction in general trading , Import of several items from international sources such  as “ Dealers, Exporters and Manufacturers “.
25 OCT 1994/18 SEP 1998    EXECUTIVE SUPERVISOR  at “Waldbaums Stores”, New York, U.S.A  as a supervision to achieve the development of merchandise store. My responsibility was to coordinate with the supplier selected the best offer prices and supervises the movement of stock in the warehouse to achieve the development of the hall.
29 APR 1987/25 JUN 1994   SALES MANAGER , at “Gulf Import & Export Co.”, Dubai , U.A.E, being a part of “Al Ghurair Group" of companies , I worked as sales  and marketing manager in the field of Import & Export for several strategic items of foodstuff such as (sugar , Rice , Pulses) with importation directly from origin countries around the world, and re-export to anther countries such as Arab countries particularly in the Arab Gulf area and Asia region – Africa and in the local market, I have good experience in distribution and filling packaging of food industries.   

08 FEB 1982/14 JAN 1986     Camp boss & Supervisor , at “Albert Abela Co.” ,one of the major and large catering co. in U.A.E , I worked as a catering supervisor  controlling 450 employees for two years as executive for numerous of  catering services such as (Labor Camps) and two years as catering supervisor for "ADNOC" Abu Dhabi Petroleum Co.
SPECIAL SKILLS :             COMPUTER SKILLS :  perfect working knowledge of Photoshop , illustrator , internet research skills , build internet site using front page  , Accounting background used (Access , Excel) and two programs account as (Al Rashid & Al Mezan) .

                                                LANGUAGE SKILLS :  perfect command of spoken and written Arabic , English , basic knowledge of spoken French .
                                                DRIVER LICENSE: U.S.A, U.A.E, Syria                          

PERSONAL DATA :            PERSONAL DATE :           Date of Birth     : 30 , march , 1953            Place of Birth   : Damascus, Syria
                                                Nationality        : Syrian                              Gender              : Male
                                                Marital Status  :  Married
REFERENCE                       Furnished upon request.
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