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Career Objective

Working in an environment where the learning & knowledge can be increased & applied and chances to improve & develop are available in both personal & organizational levels.


Education and Training Courses
Excel 2010  Advanced  course 







2014

Executrain Institute – Abu Dhabi
Word  2010  Advanced course 







2014

Executrain Institute – Abu Dhabi
Bachelor's degree – Archeology
 




            2010
Damascus University 

Damascus - Syria
International Computer Driving License




          2010 

European Computer Driving License Foundation
Damascus – Syria
Damascus High institute of Foreign Languages




            2009

Eight courses in English. 

 
Work Experience

YAS The Royal Name of Perfumes                                                                               UAE – Abu Dhabi

Human Resources Manager                                                             2014- present
· Prepare all employees information and provide them to the programmer in order to upload them to the new Human recourses system. 

· Collecting the employees leave balance and setting up the leave and  overtime rules and provide them to the programmer 

· Following up with the health insurance company in order to provide the employees with all information relating to the insurance.
· Supervising the PRO regarding all matters related to employees visas and trading license. 

· Maintains the work structure by updating job requirements and job descriptions for all positions.

· Maintains organization staff by establishing a recruiting, testing, and interviewing program; counseling managers on candidate selection; 
· Prepares employees for assignments by establishing and conducting orientation and training programs..

· Maintains management guidelines by preparing, and creating new human resource policies and procedures..

· Completes human resource operational requirements by scheduling and assigning employees; following up on work results.
Western Region Development Council (WRDC)                      UAE-Abu Dhabi
Human Resources /Administrative Assistant:                            2014 (six months contract)
· Assist in building on existing systems to create HR tools including job descriptions, competency profiles, Performance Mgmt Systems, KPI’s 
· Assist in entering Employee data using Oracle Human Resources Management System.
· Prepare Employee certificate such as Salary Certificate, Employment Certificate …..Using BI Report Program.

· Prepare Employee attendance using smart Time Attendance program  

· Assist the HR Manager in identifying recruitment consultants & coordinate for signing terms & conditions with them to receive CV of potential candidates required by WRDC.

· Finalize interview schedule with short listed candidates & coordinate with interview committee and candidate for attendance to initiate selection process.

· Assisting in updating Job Descriptions for all positions in WRDC to ensure well defined accountabilities.

· Coordinate with divisions/sections to evaluate the training requirements of the employees and conduct training needs analysis.

· Prepare and implement the consolidated Training and Development Plan under the direction of the HR Manager. 

Moafaq Al Gaddah Trading Company 
/Mag lube L.L.C
                      UAE- Dubai
· HR Manager Assistant / Office Manager                             2012 – 2014
·  Responsible organizing and coordinating office operations and procedures In order to ensure organizational effectiveness and efficiency
· On receipt of documents from Personnel Department, completing necessary documentation to secure employment visas for new staff. Ensuring the required documentation and will escort the new arrival/transfer through the required medical process

· Preparing documentation and advice staff on the visa renewal and cancellation process.

· Appling online on Dubai trade, Jafza E Service for all stuff visas ,labors cards ,insurance card ,visas cancelation ,and all documents relating to Pr as per Jebel Ali Free Zone law.

· Short listing & scheduling interviews as per roles.

· Preparing & issuing offer/appointment job description and all other HR forms to the candidates.

· Handling employee’s visa documentation & visa processing in co-ordination with the PRO as per UAE labor law.
· Handling daily attendance & leave records of employees
· Responsible to handle the visa cancellation documents & processing as per UAE labor law.

· organizing promotional events such as press conferences, open days, exhibitions, tours and visits
· Liaison with recruiting agencies for corporate enplanement /tie up.

· Arranging visa, ticket and hotel accommodation flight bookings, Hotel bookings other reservations according to the office guest itineraries.

· Responsible to get the new staff formalities complete as per internal process.

· Allocation of stationery & IT assets to new staff.
· organizing the office layout and maintaining supplies of stationery and equipment
· organizing and chairing meetings - include typing the agenda and taking minutes
· attending conferences and training
· screening phone calls, enquiries and requests, and handling them when appropriate
· dealing with incoming email, faxes and post, often corresponding on behalf of the manager;

· Responsible to follow up with all personal matters related to CEO (His family visas renew passports, leasing his properties….)
NATIONAL AGENCY FOR NETWORK SERVICES
(NANS)


Damascus- Syria
Executive secretary 



   

            
2011 – 2012
· Answering phone calls and emails and respond to them.
· Prepare documents related to the daily processes of the agency such as 
(But not limited to): attendance sheet, GM daily schedule and visitor’s daily report. 

· Attending the meetings of Directors and typing the records of them. 
· Design simple ads for the agency using Power Point and Word. 

INDIA SYRIA CENTER FOR EXCELLENCE
FOR INFORMATION TECHNOLOGY (ISCIT)



          Damascus- Syria
Counselor
 





               
2010- 2011
· Receiving trainees and introduce the agency services to them

· Explain the options the trainees have in courses. 
· Answering phone calls and emails and response to them.
· Prepare schedules for new student and distribute them according to the classes. 

· Receiving delegations from Indian embassy and from India. 
GENERAL ORGANIZATION OF REMOTE SENSING                           Damascus- Syria
Data Entry             






           2009-2010
· Typing the projects related to ARC-GIS (Geographic Information System) 
· Attending courses for ARC-GIS.

· Prepare the trainees schedule for courses held by the Organization. 

· Dealing directly with similar organizations in Egypt, Libya and Russia and despond to their inquiries and questions.  
Private Teacher (Part Time)


           

                      Damascus - Syria










           2008 - 2011
Teaching and coaching students of different levels during exam seasons to help them pass and earn better grades.


Skills

· IT Skills – Windows, Internet, and Microsoft office applications: word, excel, power point and access.
· Ability to handle work pressure.

· Ability to work individually and within a team.

· Very good communication skills in both Arabic and English.  

Personal Details

Date of Birth:


Jan 20, 1988
Gender & Nationality:

Female (Syrian)

Visa Status:


residence Visa (sponsored by my husband)
Marital Status:


Married
Language:


Arabic and English
Driving License:                   United Arab Emirates 
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