
Name: Rajai 
Rajai.151586@2freemail.com 

A responsible position as an HR Manager or Senior Position allowing me to utilize my skills, education and experience. 

SOS Children’s Village Association of Jordan / Human Resources Manager : November 2011 – Present
Human Resources (HR) Manager provides services, advice, controlling and maintenance to the National Director, Facility Heads and national key functions regarding Human Resources in line with "Who we are", “Our Human Resources Development Approach”, “SOS Brand”, “Child Protection Policy”, “ONE Strategy” and the national Annual Plan. As a member of the National Management Team and the objective leader for ONE Movement the HR Manager is actively participating in developing and implementing the national plan. Ensures the implementation of the Human Resources department plan, the SOS-KDI guidelines, policies, approaches and strategies.

HR Manager sees supreme task in driving the further development of the organisation, also in terms of performance, through ensuring qualified processes of implementation in particular concerning the SOS Global Human Resources Paper (“Our Human Resources Development Approach”) and the SOS Human Resources Manual. The HR Manager ensures that all administrative issues are carried out in strict compliance with the national legislation and Labour Law as well as with the SOS internal guidelines.

Ensures continual cooperation and knowledge sharing with the Continental Director of HR. Member of the continental HR network of national Human Resources co-workers on the continent.

HR Manager is responsible for the development, coordination, control, evaluation and maintenance of HR work within the National Association. In this role, ensures the implementation of the HR Manual standards in the National Association (National Office, facilities/programmes) and is responsible in close cooperation with the line management and the national key functions for the development, implementation and evaluation of concepts according to the organisation’s HR Manual, the global HRD paper “Our Human Resources Approach”, continental and global standards and guidelines and local requirements which also include evaluating and following up processes.
BCI – Samsung Mobile / Human Resources Manager : Jan 2011 – October 2011 
· Policy & procedures implementation of new HR policies, procedures and processes.
· Reward advice and support employees on company benefits.

· Performance Management coaching managers on performance management issues and processes.

· Recruitment & retention - managing talent and succession planning; taking overall responsibility for recruitment activity and campaigns.

· Employee Relations managing absence, grievances, sickness etc. Measure employee satisfaction and identify areas that require improvement.
· Managing HR budgets.
· Training - Implementing the training and development agenda; identify areas that need attention and improvement.
· Audit payroll sheet.
Freelance Recruiting Consulting : Project
· Source, screen, and place the right candidates as per client requirements.

· Client Acquisition- Identify new clients and develop business.

· Coordinate with Clients on requirements.

· Head hunt for niche positions.

· Remuneration on Profit sharing basis.
Azadea group: Recruitment  Specialist : Aug 2007 - May 2010

· Review resumes and credentials for appropriateness of skills, experience and knowledge in relation to position requirements. 

· Manages and coordinates all communication with candidates.

· Interview candidates up to supervisor’s level and provide feedback to both HR Manager and  line Manager.

· Specific for Regional: Review existing Job Descriptions and develop new ones when positions are created.

· Control, maintains and updates manpower plan and prepares related monthly and weekly reports.

· In charge of appointement letters and contracts.

· Build a network as well as recruitment material and presentations needed for job fairs, open days, and other recruitment initiatives. Designs recruitment advertisements.

· Develop innovative reporting in areas such as salaries, employee benefits, and department needs in order to facilitate access to information

Jordan Kuwait Bank: Head Office - Personnel & Training Department.

Feb 2006 - July 2007

· In charge of monitoring working hours, leave application, medical insurance.

· Implementation HR policies such as path career, job description, as well as other clerkly work.

· Recruitment: recruitment procedures, appointments and contracts, coordinator between recruitment agencies and the administration, polarization the employees from other banks and try to convince them to work in the Jordan Kuwait  Bank, contacts with others banks regards recruitment procedures as well as salaries scale, preparation recruitment and resignation charts.

· Training: identifying training and development needs within a bank through job analysis, appraisal schemes and regular consultation with business managers and human resources department.
Arabtec Construction (LLC), Dubai- UAE. Oct 2004 - Nov 2005
Administrative Officer/ Administration & HR Department:
· Managed the day to day HR issues such as employees’ Payroll, Increments, Leave Applications, Gratuity, Final Settlements, Resignations, Terminations and On-site accidents (coordination with medical centers).  Ensured compliance with corporate HR policy; advised employees regarding performance issues. 
· Administer employee files and records in order to ensure accurate payment of benefits and allowances

Petra University – Amman/ Jordan. Oct 2000 (  Aug 2004.

Bachelor Degree in Business Administration concentration on Marketing. 

The Final Accumulative Average in the BBA Degree is: "Good"
The General Secondary School Certificate of Jordan. Sep 1999 ( Jul 2000.
The Islamic Scientific College School – Jabal Amman/ Jordan.  

1988( 2000.

Computer Skills: Excellent in using Microsoft Office as well as Internet. 

Arabic – Mother tongue

English– Written and spoken

RESUME





PERSONAL INFORMATION





OBJECTIVE





WORK EXPERIENCE





EDUCATION





SKILLS





LANGUAGES








