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Personal information 

	Date of birth day
	:
	16th June 1984

	Marital status
	:
	Single

	Gender
	:
	Male

	Nationality
	:
	Lebanese

	Driving License
	:
	UAE license


Education
Business and Computer University College (BCU) - 2005

Lebanon     

 BBA in Business Computer 
Al Eman High School - 2001 
Lebanon
Graduate in Bacc II Life Science
Internship
Lebanese- Canadian Bank – 2005
· Bank Operations-
· Customer Services
· Credit Cards
· Opening Accounts 
· Settlement of Bills
Training 
· Analytical Thinking Skills
· Planning & Organizing  

· Communication Skills 

· Stress Management 

· Team Building

Work Experience
Alliance Human Resources Development (dedicated to work at Dubai Islamic Bank)
From May 2012 –Till now 
HR Officer (Reporting to Head of Learning & Development)
Emiratization Program (Primary assignment):
· Processes and maintains leave records according to established guidelines

· Input all participants personnel paperwork in OLMS system and their individual files

· Maintain all records pertained to candidates.

· Handle Personnel documents forms and procedures together with verification of correctness on their application form as required.

· Assist in Communicating with trainers for delivering the required training programs.

· Arrange Training Schedule

· Printing All Materials 

· Arrange Full Report at the end of each batch

· Work in close coordination with recruitment department for all issues related to the new joiners.

· Controlling assessment center including creation their profiles on profilesgac.com 
In House Training: (more than 2500 trainee a year)
· Arrange the yearly training Schedule 

· identify and analyze Training Needs
· Prepare & update trainees’ attendance sheets

· Training administration of all classroom programs with duly arrangement of catering and training materials 

· Prepare post evaluation and training certificates

· Handling catering invoices and payment initiation
· Communication with trainees to ensure participation
· Maintain training record of all trainings held at the center

· Arrange monthly training activity report 
· Administer the bank’s archiving activity.

Internship Program:
· Coordination and communication between the universities and the bank 

· Organize work placements and support students in the work placement process

· Following the student performance, attendance and attitude with his supervisor using evaluation forms

· Arranging completion letters 

Further Education Program:
· Communicate with potential bank staff in this program (sending them the application and explain the program  ...)

· Arrange the contract between with staff and bank for Further education
· Creating and maintain new joiners files and records
· Reimbursement of staff’s program related payments 
· Follow-up on payments, transcripts and certificates
Oger Abu Dhabi
From December 2007 till Dec 2011
Senior HR Officer (UAE University Project Al Ain) Reporting to HR Head Section
Personnel Side: 

· Processes and maintains leave records according to established guidelines

· Calculates all leaves taken and accrued in accordance with labor law, initiates action for employees on leave without pay. 

· File all personnel paperwork in the system and their files

· Answers employee's queries and advise them appropriately plan their leaves, resolves leave-related issues, and other problems.

· Review requests for completeness, accuracy and conformity with appropriate regulations. Make appropriate corrections following consultation/notification to concerned individuals.

· Codes personnel actions and other transactions. Enter data in accordance to prescribed format and procedures.

· Prepare Separation Notices on assigned employees and submits to supervisor for review, signature and processing.

· Communicate with Head Offices staff about various personnel transactions, inform supervisor for difficult or usual issues. 

· Perform additional tasks as assigned by the supervisor. 

· Facilitate the process and prepare necessary documents for employees applying of vacation or leave and employee who resigned or terminated.

· Process and coordinate with employee’s immediate supervisor to seek necessary approvals as per Company protocol.

· Handle Personnel documents forms and procedures together with verification of correctness on their application form.

· Coordinate with the time keepers regarding time sheet and work stoppage as required in case of vacation, resignation and termination, payroll.

· Coordinate to the Head offices regarding scheduling of employee air ticket.

· Manage and maintain all the necessary documents and employee personal files. 

· Prepare all the requests of employees (certificate, allowances etc...) 

· Handle and prepare the Transfer's documents and follow them on behalf of the HRM 

· Reporting of financial reports and executing the HR monthly report

· Scheduling and allocating of  staff accommodation 

· Supports the HR Head Section and cover in her absence

· Coordinates the employment and residency visa/permit application for all employees. Ensure timely and accurate submission for new and renewed visas/permits, including spouse and family. Liaise with PRO as required for all related issues, queries and information

· Administer and provide reports with regard to employee attendance records including sick leave, annual leave etc. . . .

· Administer and coordinates exit clearance procedure, including EOS calculations with Finance and Accounts team

· Compile and maintain employee database in line with needs of new HR System

· Set up and maintain all personnel files for new recruits as well as existing ones

· Maintain company confidentiality and secrecy of information at all times

· Manage own time and priorities, handle pressure and stress, demanding situations and discuss with the HR Manager immediately any issues or questions that may arise.

· Coordinates payroll process in liaison with Finance and Accounts 

· Any other Abu Dhabi Head Office duties or projects as required by the business and advised by the HR Manager

· Knowledge of UAE Labor and Immigration rules

Advanced Vocational Training Center Sidon - Lebanon 
September 2007 till December 2007
Executive Manager Assistant (Reporting to the Executive Manager)
· Arrange and archive files

· Arrange meeting schedules of departments, and write meeting's report

· Promoting all departments work and treat any shortening

· Arrange executive manager appointments

· Human Resources (Salaries - Vacations – Attendance)

· Accountant ( Budget for year 2008)

· Cashier (receive payments from students – petty cash)

Islamic Welfare Association Sidon – Lebanon
September 2006 till September 2007

Executive Manager Assistant (Reporting to the Executive Manager)
· Arrange and archive files

· Promoting all departments missions and held report to GM

· Arrange meeting schedules of departments, and write meeting's report

· Promoting all departments work and treat any shortening

· The relation between our association and other associations or companies indoor, and outdoor

· Arrange Executive Manager Appointments 
JUBAILI BROS   Sidon – Lebanon

March 2006 till July 2006

Maintenance Manager Assistance (Reporting to Maintenance Manager)
· Preparing maintenance contract

· Preparing the schedule of maintenance workgroup

· List customer's Claims, and control the workgroup 

· Data entry, and warranties

· Petty cash

Languages
Arabic - fluent
English – fluent
Skills                                                                                                                              
Interpersonal skills:  
· Work under pressure, flexible, motivated 
· Responsible and Sociable 
·  Manage time and meet deadlines 
· Prepare business reports, controlling

· Excellent team player 

· Strong interpersonal skills at all levels and robust team building skills 

Technical skills:   
· Office 2013 (Advanced word –Advanced Excel – Power Point - Outlook )

· Computer maintenance (hardware – software)

· Arabic / English Typing Skills (80 wpm) – Data Entry

· Adobe Photoshop

· Media Show

· Internet (Email, researches)

· Windows (different OS Platform till win 08)

· ACT, WAPS, Microsoft FoxPro, C++, Oracle, {Ctrix, ERP,  OLMS (HR systems)}

· webonprofiles.com, profilesgac.com 
Interests:
· Browsing internet, Sports

References 
· Ready upon request
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