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PERSONAL DETAILS

Date of Birth               Visa Status      
                Nationality          Marital Status     U                 11/01/1986            Father Sponsorship                Syrian                                  Married 
EDUCATION

American University of Sharjah

Bachelor of Computer Science

Jan 2004 - June 2008





 
EXPERIENCE

Jan 2009 – Present
Al Ansari Exchange 
Human Resources  & Admin Officer
As an HR Generalist, I Implements human resources programs by providing human resources services, including recruitment, payroll, compensation and benefits, health and welfare benefits, training and development, records management, employee relations and retention,  and labor relations; completing personnel transactions. May main responsibilities are:
· Develop and execute recruiting plans by:
· Work with hiring Managers on recruitment planning meetings.

· Create job descriptions

· Lead the creation of a recruiting and interviewing plan for each open position.

· Efficiently and effectively fill open positions.

· Conduct regular follow-up with managers to determine the effectiveness of recruiting plans and implementation.

· Develop a pool of qualified candidates in advance of need.

· Research and recommend new sources for active and passive candidate recruiting.

· Build networks to find qualified passive candidates.

· Post openings in newspaper advertisements, with professional organizations, and in other position appropriate venues.

· Utilize the Internet for recruitment.
--Post positions to appropriate Internet sources.
--Improve the company website recruiting page to assist in recruiting.
--Research new ways of using the Internet for recruitment.
--Use social and professional networking sites to identify and source candidates.
· Network through Industry Contacts, Association Memberships, Trade Groups and Employees including:

· Locate and document where to find ideal candidates.

· Aid public relations in establishing a recognizable “employer of choice” reputation for the company, both internally and externally.

· Communicate with managers and employees regularly to establish rapport, gauge morale, and source new candidate leads.

· Attend local professional meetings and membership development meetings.

· Maintain regular contact with possible future candidates.
· Administrative Duties and Record Keeping like:

· Manage the use of recruiters and headhunters.

· Review applicants to evaluate if they meet the position requirements.

· Conduct prescreening interviews.

· Maintain all pertinent applicant and interview data in the Human Resources Information System (HRIS).

· Assist in performing reference and background checks for potential employees.

· Assist in writing and forwarding rejection letters.

· Assist in interviewing and selecting employees onsite.

· Assist in preparing and sending offer packages.

· Assist in preparing and sending new employee orientation packages.

· Perform other special projects as assigned.

· End to end processing of selected (weekly, fortnightly and monthly) payroll.

· On-going maintenance of payroll system and leave planning system (if 
applicable).

· Updating and maintaining payroll records.

· Liaising with staff and management on payroll related queries.

· Maintaining leave, sickness and overtime reports.

· Interpreting awards/agreements and contracts in relation to overtime, shift 
allowances etc.

· Undertaking required reporting, both internal and statutory reporting.

· Calculation and payment of termination payments.

· Processing increases and calculation of back pays.

· Develops human resources solutions by collecting and analyzing information; recommending courses of action.

· Improves manager and employee performance by identifying and clarifying problems; evaluating potential solutions; implementing selected solution; coaching and counseling managers and employees.

· Completes special projects by clarifying project objective; setting timetables and schedules; conducting research; developing and organizing information; fulfilling transactions.

· Manages client expectations by communicating project status and issues; resolving concerns; analyzing time and cost issues; preparing reports.

· Prepares reports by collecting, analyzing, and summarizing data and trends.

Oct2008 – Jan 2009






Sales Executive

Citibank

​​
As a Sales Executive, I have the responsibility to sell the retail banking products such as Credit Cards & Personal Loans. My key responsibilities summary:

· Achieve high volume of sales against the target set by the bank.

· Ensure high level of customer satisfaction by providing the customer with excellent service in term of quick loan processing and proper clarification of the customer queries.  

· Cross selling the bank’s product as per the client’s financial needs and their eligibility.

· Convince the Credit Officer and get the approval as per the bank policy.

· Work extra mile and push to close targets above the target set by the bank in order to achieve team target.
· Maintain good customer database and seek referrals for further business.
   COMPUTER SKILLS


Use variety of personal computer systems. Software package include:

· Excellent user of Microsoft package: Excel, Word, Powerpoint.
· Oracle HRMS

· Java + Data Structure 
· C++
LanGUAGES

· English: Excellent  reading, speaking and writing 

· Arabic : Mother Tongue
References are available upon request
Dynamic and performance-driven administrative professional with strong organizational, customer service, and communication skills. Multi-disciplinary industry expertise with emphasis in recruitment, payroll, visa processing. I am seeking a challenging position in the field of Human Resources in a leading organization which will provide me with the opportunity to contribute to the organization’s objectives as well as developing my career in both personal and professional level.
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