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HR Officer / HR Generalist
United Arab Emirates  (  Mobile: Whatsapp +971504753686 / +919979971283(  samar.172818@2freemail.com 
Profile Summary
· Masters in Business & Administration (MBA) University of Leicester UK  - Employee Relations (June 2013)
· HR Operations, Strategic Human Resources Management, Employee Empowerment, Job Design, Reward Management, Employees selection, retention and motivation, HR Policies development and legal compliance, Orientation and On-Boarding, managing flexibility and diversification management.

· HR Analysis: Compiling data for statistic information analysis and ensure the procedures comply with UAE labor law, analyze exit interviews; collect data using surveys and questionnaires together with historical data documentations; create and control budget, manpower plan and maximize efficiency.

· Employee Relations: Employment contracts and employment law; TECOM Free Zone regulations and managing the psychological contract.
· Administration Management, lease contracts administration, insurance administration, Information Management, procurement, office management, event management, company and data center relocation, develop filing systems and documents tracking; Conference/ Meeting rooms’ management; team gathering and social interactions.

· Quality Management, Total Quality Management, develop and implement SOPs, Continuous Process Improvement, Value Added Management, Strategic Analysis Techniques, Balance Scorecard, conduct quantitative and qualitative researches whenever is required to promote business excellence and efficiency.
Education
University OF LEICESTER — Leicester, UK
Masters in Business and Administration (MBA), 2013
Dissertation (Job design); Strategic Human Resources Management; Employee Relations; Foundation of Knowledge & Professional Skills; Organizational Behavior; Accounting for Managers; Marketing Design & Operation; Strategy, Business information & Analysis; Corporate Finance; Business Ethics in Global Context.
ain shams University — Cairo, Egypt
Bachelor degree of Arts –English Literature, 1999
Professional Experience
Al Rosatamani group of companies (ARG) — Dubai, UAE
HR & Administration Officer, March 2007 to April 2011
Reporting to Group CIO and to Group Executive Director (Shareholder)
Key Achievements
Played a key role in ensuring the successful launch of IT department. Structured and implemented programs and policies in the areas of training, compensation structures, benefits packages, incentives, new-employee orientation as well as design and implement office polices.
Completed GIT Job redesign project with the CIO to increase employee’s autonomy, increase job satisfaction, performance, innovation, creativity, loyalty and retention. Created employees’ profiles and KPIs; restructured policies and procedures, design rewards schemes in line with market rates.
Reduced 20% of the administration cost through controlling & effective negotiation of services, insurance and lease contracts in 2009 and 15% in 2010.
Increased employee-retention rate within an IT industry where high turnover is the norm.
Arranged for company relocation in two different offices as well as two new Data center; this includes, interior designing, new furniture, movers and manpower distribution. Ensure smooth movement without any outgoing period.
Resolved conflicts between employees and insurance carriers, for employees’ welfare without any additional cost.
Develop & implement Administration Standard Operating Procedures (SOPs) in order to meet organizational objectives as well as standardize and reduce system variations.
Wrote IT employees’ manual covering issues including disciplinary procedures, code of conduct, time management and benefits information.
Key responsibilities:

RECRUITMENT

· Create Competency Matrix and job descriptions.

· Efficiently and effectively fill open positions within given time frame.

· Post openings in newspaper advertisements, and in other appropriate venues.

· Conduct prescreening interviews.

· Issue Offer letter to the selected candidates and perform reference and background checks for potential employees.

· Help the candidates in their initial stages of settling at Dubai i.e. tickets, Accommodation, Hotel, Airport pickup etc.

· Ensure all the stationary, IT items and sitting arrangement etc for the new joiners are provided.

· Ensuring that the employee data form is completed and employee code is provided to the new joiners.

· Update the organizational structure.

· Verifying the original documents with records..

· Maintain all data in SAP HRMS.

EMPLOYEE RELATIONS
· Coordinating the activities of employment visa as per UAE law with the migration department to avoid any error

· Ensure proper documentation for visa activities

· Coordinating for stamping of employment visa and preparing of employment contracts.

· Timely administering & coordinating for the visa renewal of the staff of UAE.
· Performs necessary invitation, visa procedure for the travelers for visiting or business.
INDUCTION & ORIENTATION

· Design Orientation / induction programs for new entrants at all levels. Co-ordination of staff induction modules, Plan / conduct new employee orientation to foster positive attitude toward organizational objectives

TRAINING AND DEVELOPMENT

· Identifying training and development needs within an organization through Job Analysis, Appraisal Schemes and regular consultation with Business Managers and Training Need Analysis Survey.

· Considering the costs of planned programs and keeping within budgets.

· Producing training materials for in-house courses

· Monitoring, evaluating and reviewing the progress of trainees through questionnaires and discussions with managers

· Amending and revising programs as necessary, in order to adapt to changes occurring in the work environment

HR ADMINISTRATION

· Create awareness and adherence to organization policies, procedures and legislative requirements. 

· Interpret and communicate operating policies. 

· Conduct and analyze Exit Interviews.

· Administering & coordinating the probation review system of staff keeping in view the terms and conditions applicable on successful confirmation varying from case to case.

· Good governance to staff accommodation at all terms, their administration, management & cost. 

· Company car administration, maintenance, petrol cards, salik cards, registration and insurance.

· Administration of medical insurance benefit as per eligibility to respective staffs. 

· Organize and coordinate staff events as and when required strategically with approvals.

· Record keeping and maintain all filing system updated.

· Conduct periodic disaster recovery procedures.
PAYROLLS

· Monitor and administer all leave types and employees eligibility, maintain & update comprehensive leave record of all staffs.

· Review and approve reimbursement sheets, tickets payment, administration and HR expenses.

· Operate the travel desk as per eligibility in the most economical manner. 

· Absenteeism Control & counseling, Preparation of time sheets to all the employees and approve Administration employees. 
HR BUDGET

· Maintain HR budget and assist in forecasting for the financial year.

· Prepare manpower planning and salaries budget.

· Submission of reports/summary data of HR administrations/functions/activities as and when required/requested for all strategic HR functions, development and maintenance.

OTHER ACTIVITIES

· Renew and negotiate, office tenancy contract, vending machines, outsourcing services.

· Renew trade license and ID passes from TECOM authorities.

· Contract with vendors for staff transportations.

· Negotiate, renew and administer Group IT Equipments insurance policy & ensure it reflects our needs.
· Assists in scheduling various meetings and employee programs and events in compliance with department needs. 

· Prepares daily administrative program of the company and plans, directs and coordinates all the supportive services like drivers, office janitors etc.
· Perform other special projects as assigned.

ISLAMIC ARAB INSURANCE CO. (SALAMA) — DUBAI, UAE
A leading provider of Shari’ah compliant insurance solutions (Takaful) around the world.
2006 To March 2007

Recruited to assist in the ‘Family Takaful’ system implementation project and to establish the administration department of Family Takaful. 

Key Achievements

Reduced benefits costs by 15% annually through meticulous recordkeeping and ensuring that company did not pay for ineligible employees.

· Reduced company logistics expenses by AED 65,000 by identifying cost-effective travel agencies and negotiating transport & hotels contracts with key travel-services providers.

the arab dairy products company (panda plus) — Cairo, Egypt

Manufacturing dairy products.
June 2004 To July 2006
Recruited to provide administrative support for the export manager and prepare sales and budget reports for decision making.

Key Achievements
· Prepare monthly & annual reports to monitors the production plan, sales targets, stocks control, and logistics needed for decision making to improve accuracy and efficiency, and achieve organizational objectives. 
· Prepare Annual report regarding our Customer's statue and Brand movement in comparison to previous years; a report that is used to manage the customers’ shares allotment.

· Reduce company expenses by 8% by negotiating courier contracts and freight rates, Monitor/Control Vehicle Movement/Cost/Utilization.

· Reduced the company debtors by 45% by following up receiving the payment of each order (this includes the SWIFTS and the issuing of the L/C to our benefit).
	· Handled the Assistant export manager responsibilities for 6 months due to emergency reasons. This includes preparing the budget and monitors the expenses and revenues to control the forecast (Sales, purchasing & expenses) and achieving the target.
· Prepare/execute Annual Marketing Plans, by reviewing market information and interact with Advertising agencies. Ensure the customer orientation & satisfaction, and focus on the market segmentation and competition trends.
· Plan/execute Trade Consumer Promotions in line with planned budget and ensure effective pricing that maximize profitability.

Abu El enin group — Cairo, Egypt

Construction (with the Egyptian Army), Export & Import; Communication (supply to the Egyptian Army), Computer, Cosmetics & Nutrition.
Sep. 1999 To May 2003

Recruited to provide the Administrative support to the Chairman and two General Managers

Key Achievements
· Demonstrated capacity to provide comprehensive support for the Chairman/GMs including scheduling meetings, coordinating travel, and effectively managing all essential tasks.

· Adept at developing and maintaining detailed administrative and procedural processes that reduce redundancy, improve accuracy and efficiency, and achieve organizational objectives.

· Compiled and analyzed data from monthly reports to prepare GMs’ presentations to chairman. 

Key Projects
HR Policies and procedures reENGINEERING           Job redesign
Al Rostamani Group – May 2010                                           Al Rostamani Group – January 2011
COMPENSATION AND BENEFITS RESTRUCTURING            Employee emplowerment
Al Rostamani Group – March 2011                                        MBA – elective project January 2012 
effect of employment contract & psychologyical contract on employment relationship                                                                  MBA – elective project April 2012 

Volunteer Activities 
University of LeIcester — online

Supporter in Peer Assistance Students Support (PASS), July 2012

Assist students online and sharing my experience with them to enhance their performance. PASS is a student support system whereby students who have demonstrated a high level of competence in a core module will be available to support fellow students. I support modules [Foundation of Knowledge-research methods and Organizational Behavior].

	


Professional Development
· Introduction to SAP ERP 6.0 – ARG 2009 / 2010
· SAP - Employee Interaction Center Module training – ARG 2010

· Timpaq Attendance software and Time Management Software – ARG 2010

References Available on request

