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E-mail: mohamed.207082@2freemail.com  

Mohamed 

To resume a promising career, challenging position in the field of Human Resource Administering business development through a dynamic, growth oriented and a well reputable organization that will enable me to extract all my potential and existing skills and utilize my academic background, vast experience in a job that challenges one’s creativity.

[image: image2.jpg]



	Work
	· [January 2010 to current] AL Junaibi Group of Companies.

	Experience
	Human Resources & Administrative Officer & Public Relationship Officer
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Public Relationship officer handling the 21 sister companies of the group in the areas of Contracting, Hotels, Medical, Schools and Industry, and successfully implemented HR programs, which ensured consistency throughout region and provide managers with critical tools to enhance productivity.
· Yearly renew 21 licenses with different types and different procedures.
· Renew the civil defense certificates and chamber of commerce.
· Responsible of new work permit and residence visa procedures.
· Formulate and recommend Human Resources policies and objectives for the company on any topic associated with employee relations and employee rights.
· Having the knowledge of UAE labor law in terms of HR & Administration.
· Responsible for direction, coordinate and overall administrative function.
· Oversees the implementation of Public Relationship and Human Resources programs.
· Conduct a continuing study of all Human Resources policies, programs, and practices to keep management informed of new developments.
· Conduct interviews and provide employees orientation.
· Handling and managing all the trade and industrial licenses for renewal, update and open new with all the related documents.
· Handling and managing all the insurance matters for the group (Medical, Motor and General accident).
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· [July 2006-December 2009] Misr Insurance Co. -Egypt
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Human Resource Assistant Personnel Officer

· Successfully implemented HR programs, which ensured consistency throughout region and provide managers with critical tools to enhance productivity.
· Establish and lead the standard recruiting and hiring practices and procedures necessary to recruit and hire a superior workforce.
· Participate in executive, management, and company staff meetings and attends other meetings and seminars.
· Developed databases to track safety data, employee reviews, counseling’s and applicants.
· Coordinates department activities with other branches to ensure unified quality
· Develop and administer programs, procedures, and guidelines to help align the workforce with the strategic goals of the company.
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&
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Education

[image: image7.jpg]



Personal

Details

References


- Excellent in English and Arabic (Verbal & Written)
- Providing leadership and motivating staff members
- Inspire confidence amongst clients
- Capable of managing team professionally and efficiently
- Team Player
- Reliable, responsible, motivated and flexible
- Analytical skills
- Presentation Skills
- Good interpersonal and communication skills
- Objective oriented managerial skills.
- Fully conversant with Microsoft Office suit applications and has good overall knowledge of computer related technology.
· [Nov.- 2012] Amadeus related to Cambridge College UK
MCC Academy – Cairo, Egypt
· [June- 2007] Higher Institute of Advanced Academy –Cairo
Bachelor of Science –Accounting

Date of Birth:      January 5th 1987

Nationality:         Egyptian

Driving License: Valid Driving License (U.A.E)

Furnished upon request.

Page 2 of 2

