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CAREER OBJECTIVE
I have 14 years’ experience in office management and as an HR generalist having acquired excellent communication and customer service skills, I am able to handle work under pressure and meet deadlines.
Key COMPETENCES
· HR Policies and Process 
· UAE Labor Law – Private Sector 
· Interpersonal Skills 
· Internal and External Customer Services 
· HR Strategy 
· ISO 2230: 2012 Business Continuity Management 
· Share Point Portal Knowledge 
CAREER HISTORY 
Manager – Business Excellence Project March 2014 - Present 
Business Excellence, TECOM Investment, member of Dubai Holding Group 
· Lead completion and roll-out of Business Continuity management program in TECOM 
· Provide leadership in coordinating, assessing, developing & communicating recovery environment requirements and contingency plans associated with BCM Champions to protect the firm in the event that facilities or technology resources are unavailable due to an unforeseen disruption. 
· Develop the framework to implement an effective business continuity preparedness and response, aligned with international Business Continuity Standard ISO 22301:2012 
· Conducted and Participated in various types of test of Business Continuity Management across the organization 
· Conducted Audits for evaluating the compliance to Business Continuity Management system 
· Developed and Maintained Business Continuity Management System related information and documents through Share Point Portal 
· Conducted Awareness Workshops for Business Continuity Management System 
· Handled xQ survey action plans for various departments across organization 
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Manager - Employee Relations and HC Services August 2013 – March 2014
Human Capital, TECOM Investment, member of Dubai Holding Group
· Lead the delivery of a proactive HC Employee Relations support service to TECOM business groups to ensure the Company achieves its current and future business goals and sustains its performance by building and enhancing the Group’s employment brand through effective employee relations. 
· Provide inputs to the development of HC Employee Relations strategies in line with the Company policies / regulations and international standards to improve the efficiency and effectiveness of the HC Employee Relations function. 
· Supervise the activities of assigned staff in HC Services and Employee Relations by leading both team functions through implementation of the strategy by providing creative and flexible HC solutions to support business growth whilst balancing the company interests and the line department requirements with equal priority. 
· Define and standardize both teams processes and procedures to ensure the right level of services are provided to employees 
· Support business changes by advising on resourcing, talent management, staff development, motivation & reward to provide proactive HC support to the business. 
· Accountable to the internal and external Auditors with reference to the business support processes & procedures carried out as part of the HC function 
· Oversee the preparation and present management reports for all relevant HC Services initiatives (including employee status reports, turnover, grievances & disciplinary issues etc.) for management information and decision making. 
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Manager HC Operations, January 2011 – August 2013
Human Capital, TECOM Investment, member of Dubai Holding Group
· Supervise the HRMS oracle system and any introduction of new versions fit with the current and potential requirements 
· Co-ordinate with the Pension Manager on the retired / Resigned staff with regards to their final dues and ensure that all amounts towards employees are settled through the pension fund 
· Supervise the maintenance of all employee records and HRMS Oracle systems and ensure that they are regularly updated 
· Supervise personnel files and make sure they are organized in a helpful and a secure manner 
· Supervise the Amendment to Manpower to update of work structure by creating new location, organization, jobs, position and grade in Oracle HRMS. Also the entering of the required details like (costing allocation, working hours, valid grades, etc..). and the assigning of the new positions to the organization 
· Supervise leave and absenteeism management through time attendance reports and updates all absenteeism and leaves in the HRMS 
· Review/update all HC Forms and Re-organize them on TECOMtalks 
· Manage the day-to-day operations of HC department such as: 
–   Joining Formalities 
–   Certificates and Letters Requests 
–   Leave Management 
–   Job Changes (Promotions, transfer, Job Title Changes, Reporting Line Changes, 
–   All type of Visa Services 
–   Exit Formalities 
· Medical Insurance Management: 
– Meet with the Medical Insurance service provider on a regular basis and provide an overview of the recent transactions and obstacles/risks faced. 
– Ensure medical administration activities (card management, medical system, claims, and medical cheques) are carried out on timely manner, and in line with the Company policy. 
– Monitor the medical yearly budget and contribute recommendations for the continual productivity and cost effectiveness of the budget. 
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HR Analyst May 2008 – January 2011
GROUP HR, Dubai Holding, Cooperate Office
· HR Business Support, Provide support to Group HR in HRMS implementation (Dubai Holding employees services: issuing all different type of certificates, leave management, air ticket management, personal updates, employment updates & bank details 
· Act as a Focal point between the Corporate DH office, Group HR and HC in TECOM 
· Assist in HR Administration by working closely with DH Group Admin, IT & Security to provide the required HR Admin tasks to all 49 &38 level employees (office space, email, access card, stationary, phone) 
· Handling New Joiners by arranging the new employee’s checklist and verify the availability of documents as per the policies, verify and ensure the completion of system related entries 
· Managing Dubai Holding Staff Medical Insurance, issuing new cards, cards cancellations, cards renewal, payments follow-ups, medical claims and all insurance related inquires 
· Performance Management, Ensuring the probationary and annual appraisal process is followed, Preparing documents with correct job description appraisal documents, job descriptions and any follow actions are logged and updated where necessary. 
· Follow-up for completion of all visa types formalities with Government Services Section (transfer, renewal, cancellation) 
· Employees Personal Data Management: updating Employee details on access card, Business Card, Employees Files & HRMS Oracle system 
· Employee Exit formalities, Processing of resignation & terminations, Absconding/ services abandoned advert, Initiation & completion of EOS formalities/ clearance, Final settlement payment, Cancellation of admin privileges - access/ cards / employment visa, Repatriation formalities, Exit interview 
· General HR Administration: preparing employment contracts, HR announcements circulations (HR polices, holiday announcements, & all other HR issues) 
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Events Executive, July 2003 – May 2008
INTERNATIONAL CONVENTIONS & EXHIBITIONS, World of Events, Emirates Group, Dubai
· Delegate management of conferences organized and managed by World of Events. Services include accommodation, air travel, meet and assist, spouse programs and special activities 
· Database management and maintenance. Regular updates of in-house Event Management System - 
Events Pro
· Negotiation and contracting with hotels, airlines, transport companies and other travel related service providers. 
· Coordinate and provide back office support for activities involved in promoting, marketing, operating and administration of each event and exhibition 
· On site delivery of major events 
· Management of logistic requirements for events 
· Managing and maintaining event Call Centre 
· Efficiently handle client payments for events, invoicing and confirmations 
List of events
- Arab Strategy Forum
- Governing Council/ Global Ministerial Environment
- Pfizer
- UITP 2005
- Practi Med 2005
- PAACO – Pan Arab African Council of Ophthalmology 2005
- Physio Dubai 2006
- Dubai Stocklots Exhibition 2006
- 1st Knowledge Conference by Sheikh Mohammed Bin Rashid
Foundation 2008
- Physio Dubai 2008
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Central Store Administrator, May 2001 – May 2003
EPPCO, Dubai
· Communicating with Central Store category managers and suppliers 
· Preparing up to date retail inventory and stock log sheets 
· Management of all written communication for the division, such as letters and memos 
· Managing an organized filing system and keeping vendor records 
· Tracking of planograms and releasing the same to Retail Operations 
· Achieved all Central Store and FSU financial targets 

Retail Business Unit Coordinator, February 2002 – September 2002
EPPCO, Dubai
· Provide secretarial and administrative support to the RBU Manager 
· Provide support to associate departments with documentation, communication and request processing 
· Scheduling and management of staff training programs for RBU 

Management Trainee, April 2000 – April 2001
Spinney, Dubai
Marketing Assistant, April 1999 – May 1999
Kodak Middle East, Dubai
· Assisting the Marketing Supervisor on selected projects 
· Handling and creating projects in the database 
· Preparing Gray reports 
· Maintaining filing system and handling general administrative work functions 

EDUCATION
	Higher Colleges of Technology, Dubai Women’s College, Dubai
	1998
	- 1999

	Diploma in Computer Information Processing
	
	

	Higher Colleges of Technology, Dubai Women’s College, Dubai
	1996
	– 1998

	Certificate in Computer Information Processing
	
	

	Al Itihad School, Dubai
	1996
	


High School Diploma – Scientific Division

PROFESSIONAL TRAINING
British Council - English General Course
Microsoft Project 2000 Course
Business Skills Modular Training Program
Introduction to Civil Aviation – Self Study
IATA – Customer Service Course
Team Participation, Team Communication
Administrative Assistant Skills, Enhancing your skills
Call Center Inbound Customer Service
Business Writing: The Fundamentals
CTI Fundamentals of Coaching
Microsoft Excel 2010 Advanced
Finance for Non-Finance Executives
Internal Auditor Course for ISO 22301:2012
