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__________________________________________________________________________________
Professional Summary:
A competent Human Resource Professional with 9 years of rich and cross cultural experience having worked with MNC companies across industries like Contracting and Service segments with varied experience in core HR functions. 
Profile Summary
· 9 years of experience in Core HR functions, HR Consulting and Resource Management.
· Currently Senior – HR in Amana Steel Contracting since July 2012.

· Demonstrated excellence in Recruitment, Resource Management, Performance Management, Reward Structuring, Employee Engagement and Connect activities.

· Excellent Communication, Presentation and Client Relationship Management.

Current Employment:
Steel Contracting,






         July 2009 till date 

Manager – Human Resources/ Administration
Location: Dubai, UAE

Amana is the regional contracting leader in the design-build construction of industrial and commercial facilities, with over 1500 buildings constructed across the region
Key Responsibilities – Operation & Strategic HR.
· To oversee the management of all personnel issues related to the staff and manpower in line with the company’s market and growth strategy. To ensure that all personnel issues are dealt with in compliance with the company’s personnel policies, government regulations, labor law, and management requirements. Responsible for the development and maintenance of activities/programs that aim at establishing and maintaining a high level of employee morale.
· Involved in developing and implementing HR policies and procedures of the company.
· Ensure line managers are up to date with changes to any policies
· Responsible for identifying, planning and executing needs for training, performance development, educational programs, besides sourcing external consultants for training the staff.
· Involved in establishing goals and strategies towards cost effectiveness and management improvement plans.
· Responsible for Staff and Non-Staff Compensation and Benefits.
· Supervising the Staff and Non-staff Performance Evaluation process.
· Maintain, prepare and process payroll for organizational personnel.
· Assist HR Manager in setting annual office budget.
· Managing the complete recruitment life cycle for sourcing the best talent from diverse sources after identification of manpower requirement.
· Coordinating employee counseling sessions to understand employee concern and redress their grievances.
· Responsible for staff medical insurance (addition, deletion, replacement of Insurance cards) & follow up with Insurance
· Responsible for staff job allocation and finalizing job cost report.
· Overseeing all staff and non-staff Passports, Visas and Labor Cards renewals.
· Develop and maintains personnel records of the company employees.
· Conduct company orientation for all newly joined employees.
· Conduct exit interviews for the resigned employees.
· Supervise the activities of Personnel Assistants, Administrative Assistants, PRO’s, Network Administrators, Admin Clerks, and Office Assistants etc.
· Supervise the activity of labor transfer movement and Coordinate with Camp supervisors on labor camp issues.
· Oversees the employee time keeping system for the company.
· Controlling / Monitoring petty cash.
· Organizes company social and cultural events.
· Negotiating with man-power suppliers for the hiring of skilled man-power.
· Work with high level of accuracy, with good attention to details.
· Maintain strict confidentiality on all matters related to the office.
· Manage with the HSE department for the fire fighting system of the offices. 
Employment History:

Royal Co- Real Estate Broker





    Jan2009 – June2009

Database & System Analyst,

Location: Lebanon

Royal Co. is a Real-estate Broker Company, with five years of experience providing the experience of in buying or selling the property in Beirut at the convenience.

Key Responsibilities - Database & System Analyst
· liaising extensively with external clients;

· analyzing clients' existing systems;

· translating client requirements into highly specified project briefs;

· identifying options for potential solutions and assessing them for both technical and business suitability;

· drawing up specific proposals for modified or replacement systems;

· producing project feasibility reports;

· presenting proposals to clients;

· working closely with developers and a variety of end users to ensure technical compatibility and user satisfaction;

· ensuring that budgets are adhered to and deadlines met;

· drawing up a testing schedule for the complete system;

· overseeing the implementation of a new system;

· planning and working flexibly to a deadline;

· providing training to users of a new system;

· Keeping up to date with technical and industry developments.

UNRWA- Special Programs,





Jan2006 – Dec2008
Computer Instructor
Location: Lebanon

The United Nations Relief and Works Agency for Palestine Refugees (UNRWA) is funded almost entirely by voluntary contributions from UN Member States. 
Key Responsibilities – ICDL Instructor
 
· Giving Special Computer Training – ICDL (International Computer Driving License)
· Planning course content and sequence of instruction

· Processing and providing the right combination of computer software, hardware,

· learning materials and computer laboratory activities

· Taking charge of the computer lab

Academics:
· Masters in Business Administration (M.B.A)
American Granttown University, 2011-2013
· Bachelor in Business Management 
LAU “Lebanese American University”, 2006-2009 

· Diploma in Computer Information Systems 
Siblin Training Center, 2002-2004
Certificates: 
· American Certified Human Resource for Managers – CHRM

American Certification Institute - ACI

Blue Ocean Academy – Dubai - UAE

· American Certified Human Resource Professionals – CHRP

American Certification Institute - ACI

Blue Ocean Academy – Dubai - UAE

· Cisco Certified Network Associate – CCNA

· Computer Maintenance – Hardware & Software

· International Computer Driving License – ICDL

Word, Excel, Access, PowerPoint, & Outlook

IT Skills

· Windows: Dos, XP, & Win7/8 (professional) 

· Advance ICDL (Windows, Word, Excel, Access, Power point, & Outlook)

· Computer maintenance (hardware & software)

· Accounting Software: Microsoft Navision

· Project Software: Microsoft Project

· Other Software: Photoshop

· Typing: English "50 wpm" ; Arabic "30 wpm"

· Cisco Networking & LAN Design (CCNA and Networking Software's)
Trainings Attended:

First Aid & Fire Fighting 2013

OSHA Construction & Safety 2012

New Leadership Training in the year 2009

Personality Development Program in the year 2008
Interviewing Techniques in the year 2007
Personal Information:

Date of Birth:
01/01/1984
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Marital Status:
Single
Linguistic Skills: Arabic, English
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