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CURRICULUM VITEA                                  
Basil
Basil.199472@2freemail.com   
 I’m a hard working person, efficient, cooperative and willing to work overtime. I’m a fast learner, flexible, able to communicate effectively and can handle pressure.

----------------------------------------------------------------------------------------- 
*Work Experience:
 Having own business from Apr. 2010 till now
Tech Group
From  Apr. 2006 To Apr. 2010
Ajman- UAE
Position: Senior HR & Admin Manager - Head office
Iraq Future foundation for Businessmen

Civil Society organizations

From Sep. 2003 To Oct. 2005
                                          
Iraq – Baghdad                                        
Position:  Admin Manager                                                                     
DUTIES & RESPONSIBILITIES

•Responsible for organizational meeting schedules, reports, training and updates of internal policies and government rulings.
•Responsible in implementing the Admin budget, reviews and approval office expenditure & fixtures.
•Responsible and facilitate assessment and performance evaluation and issuance of memo for any movements/promotions and transfers of employees. 
•Establish, maintain and improve evaluation programs, salary structuring and other incentive programs.
•Implements the Company Rules of Conduct and other company policies and procedures and issuance of disciplinary measures if necessary.
•Develop and improve HR planning strategies and Administrative plans.
•Responsible for settling disputes, labor problems and counseling for any employees grievances.
•Knowledgeable in all facets of HR and admin functions which includes the following:

(RECRUITMENT: developing job descriptions, HR planning strategies/policies and procedures, advertisements of manpower requirements, updating and checking application forms, short listing, interviewing and selecting candidates with the help of concerned departments, interpreting and advising on employment laws and rulings. 
(Organizational: Staff supervision, evaluation, trainings and retraining (updating skills and etc.) and firing employees who are not meeting the standards along with coordination with the office of the CEO/top management.
(COORDINATION: working closely with departments, increasingly in a consultancy role, assisting line managers to understand and implement policies and procedures; promoting equality and diversity as part of the culture of the organization.
(TRAINING: planning and sometimes delivering training, including orientation and introduction of newly joined staff; conducts training needs analysis in conjunction with departmental managers.
(POLICY MAKING: developing policies on issues such as hiring, orientation, training, medical, leave, emergency/annual leave, working conditions, performance management, equal opportunities, disciplinary procedures and other organizational management concerns
* Skills & Education:-
-Education Attainment: Bachelor Degree in Business Administration.
 Language: Arabic &English.-

- Computer Skills: Microsoft words & Excel & Power point
*Personal Information:-
- Date of Birth:                   17 October 1973
- Please of Birth:                Baghdad/ Iraq.
- Status:                              Married
- Nationality:                       Iraq.

-Major Subject:                Business Management
-Date of Graduation:       Jun 2003
- Driving License              Valid
