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WORK EXPERIENCE
HR Coordinator/Executive of Assistant
The Higher Colleges of Technology, Ras Al Khaimah - United Arab Emirates January 2000 to July 2014
Reporting to: College Director Scope and General Purpose:
1. As H.R. Coordinator: Providing HR-related advice and assistance to supervisors and staff. Assuring that HCT HR policies are followed. 
2. As Executive Assistant to College Director: Providing quality, professional, executive and personal support to the Director. 

Human Resources Coordinator Duties
· Address and resolve all employee relations issues as well as contingent workforce questions and concerns in a confident manner. 
· Counsel employees on issues including, but not limited to, performance, professionalism, attire, language, and attendance policies. 
· Maintain written documentation on specific policies and procedures/changes that will impact employees such as contract renewals, non-renewals, dress codes and security issues. 
· Ensure Security Clearance background investigation forms are properly completed and processed in accordance with client/governmental agency direction. 
· Check in, conduct new-hire orientation, including security/safety procedures and escort all contingent employees to their workstations on their first day of assignment. 
· Collection and validation of timecard accuracy for accounting. 
· Develop programs to recognize individual or team efforts and enhance morale. 
· Working closely with various departments, increasingly in a consultancy role, assisting line managers to understand and implement policies and procedures. 
· Advising on issues such as working conditions, performance management, equal opportunities, and disciplinary procedures 
· Advising on pay and other remuneration issues, including promotion and benefits 
· Promoting equality and diversity as part of the culture of the organisation. 
· Liaising with a wide range of people involved in policy areas such as staff performance and health and safety. 
· Developing and implementing policies on issues like working conditions, performance management, equal opportunities, disciplinary procedures and absence management. 
· Providing advice and assistance to managers engaged in performance evaluations 
· Preparing staff handbooks. 
· Advising on pay and other remuneration issues, including promotion and benefits. 
· Undertaking regular salary reviews. 
· Interpreting and advising on employment law. 
· Dealing with grievances and implementing disciplinary procedures. 
· Developing with line managers HR planning strategies which consider immediate and long-term staff requirements. 
· Recruiting staff - this includes developing job descriptions and person specifications, preparing job adverts, checking application forms, screening and shortlisting, interviewing and selecting candidates. 
· Oversee the completion of candidate testing, and on boarding requirements. 
· Planning, and delivering, training - including inductions for new staff. 
· For overseas hires; booking air flights; arranging airport reception; making hotel reservations; arranging transportation; liaising with Housing and Visa Officer; 
· Analysing training needs in conjunction with departmental managers. 
· Conducting exit interviews • 
· Overseeing the preparation and processing of all insurance documents for 
employees and management. Executive Assistant Duties
· Complex diary management of busy, changeable diaries 
· Gate-keeping, monitoring emails, and acting upon correspondence where possible 
· Booking regular global travel and creating accompanying travel schedules 
· Brief each manager on their daily commitments and help manage workloads through effective diary management 
· Event organisation, both local and overseas, including global team workshops and dinners 
· Attend meetings and take minutes 
· Produce presentations for internal and external use 
· Building and maintaining good relationships with clients, PR agents, recruiters, and external suppliers of all levels 
· Systems management; completing timesheets, expenses and the holiday/ absence planner. 
· Greeting guests and preparing meeting rooms 
· Devise, implement and maintain office systems with you admin team 
· Very occasional travel when running external events and/or meetings 
· Minimal personal support 

Quality Coordinator – Training Department
Jumeirah Group Hotels and Resorts – Jumeirah Beach Hotel, Dubai – United Arab Emirates August 1999 to January 2000
Reporting to: Quality Manager Scope and General Purpose:
Assisting in the implementation of the Quality Management System
Duties and Responsibilities:
· Assisting the resort's Quality Manager with the operation of the Quality Section, ensuring that all policies and procedures are adhered to. 
· Typing amendments to procedures. 
· Ascertain whether Standard Operating Procedures (SOPs) are properly followed and recorded for various regulatory audit requirements. 
· Responsible for periodic reviews of all department internal control procedures. 
· Regularly Audit all departments in the hotel to assess compliance with company’s 
(SOP). 
· Periodically review business processes in order to identify and recommend process improvements that increase efficiency and/or accuracy of Standard Operating Procedures (SOP). 
· Work with management to ensure compliance and regulations are being followed. 
· Review existing (SOPs) to identify inefficiencies in processes and potential weaknesses that may cause inaccurate processes. 
· Coordinate finding with the Quality Manager for documentation and follow up. 
· Organize and setting up meetings and refresher audit trainings for internal departmental auditors with external audit bodies. 
· Observe internal control procedures and evaluate their effectiveness. 
· Remain current on technological and business process trends in the industry. 

HR Executive Assistant
Jumeirah Group Hotels and Resorts – Jumeirah Beach Hotel, Dubai – United Arab Emirates February 1998 to July 1999
Reporting to: Director of Human Resources Scope and General Purpose:
Assisting with the administration of human resource functions
Duties and Responsibilities
· First point of contact for all HR-related queries. 
· Administer HR-related documentation, such as contracts of employment, residence visas, labor cards. 
· Ensure the relevant HR database is up to date, accurate and complies with UAE labor laws. 
· Assist in the recruitment process. 
· Liaise with recruitment agencies. 
· Set up interviews and issue relevant correspondence. 
· Communicating with department managers in matters relating to recruitment requirements and staff appraisal. 
· Handle confidential or classified materials in an ethical, professional manner. 
· Prioritizing and meeting deadlines. 
· Handling telephone calls while projecting a professional and efficient image of the Human Resources Department and the hotel. 
· Organizing medical check-up for new hires. 
· In charge of on boarding for new hires. 
· Making flight and transportation for arrangements for staff and new hires. 
· Arranging flight bookings and accommodation for restaurant entertainers. 
Personal Assistant
Ministry of Labour and Manpower Development, Nairobi - Kenya
January 1997 to January 1998
Reporting to: Assistant Minister
Duties and Responsibilities:
· Meeting and greeting visitors at all levels of seniority. 
· Screening and handling telephone calls placed to the Assistant Minister’s office, either resolving the issues personally or referring the caller to the appropriate individuals. 
· Responding to enquiries from constituent, other politicians and the media. 
· Managing the Assistant Minister’s diary, making travel arrangements and taking minutes at meetings. 
· Undertaking all administrative duties, filing, ordering stationery, responding to correspondence and updating databases. 
· Keeping up to date with current affairs. 
· Liaising with members of Government and Local Government, Party headquarters, other Politicians and their staff, Embassies, Commissioners, relevant interest groups, the Media and constituents. 
· Create and maintain contact lists for all Kenyan Government officials. 
· Act as the point of contact for VIP visits. 
· Typing outgoing speeches, press releases, reports and correspondence. 
· Maintained a log of all outgoing correspondence. 
· Received/processed and kept record of all incoming correspondence. 
· Respond to invitations both in writing and over the telephone on behalf of the Assistant Minister. 
· Work closely with various Government offices, Embassies and NGO offices in coordinating VIP visits. 
· Sorting all incoming correspondence addressed to the Assistant Minister and log them into a register. 

Personal Assistant
Office of the President, Nairobi - Kenya
February 1993 to December 1996
Reporting to: Head of Civil Service and Secretary to the Cabinet
Duties and Responsibilities:
· Act as a Protocol Assistant, advising the Head of Civil Service and Secretary to the Cabinet on all protocol matters, and providing administrative support. 
· Acting as The President’s Personal Assistant on H.E’s Visit to the Office of the 
President. 
· In charge of developing schedules and logistics for high profile visitors 
· Coordinate events and meetings with Government Official at various levels 
· Responsible for preparing of guest lists, issuance and distribution of invitation cards, and seating arrangements for official functions hosted by Head of Civil Service and Secretary to the Cabinet 
· Create and maintain contact lists for all Kenyan Government officials. 
· Personally phoning high-ranking Kenya Government officials, including Ministers, 
Permanent Secretaries, Members of parliament, NGO’s and company CEO’s to invite them to events and follow up on the day of the function to remind them. 
· Handle telephone calls placed to the Head of Civil Service and Secretary to the Cabinet office, either resolving the issues personally or referring the caller to the appropriate officer. 
· Checks obituaries and social columns in the daily press and recommend condolence or congratulatory notes to the appropriate offices. 
· Act as the point of contact for VIP visits. 
· Typing outgoing correspondence. 
· Maintained a log of all outgoing correspondence/circular. 
· Received/processed/kept record of all incoming correspondence/circular. 
· Respond to invitations both in writing and over the telephone on behalf of the Head of Civil Service and Secretary to the Cabinet. 
· Work closely with various Government offices, Embassies and NGO offices in coordinating VIP visits. 
· Sorting all incoming letters addressed to the Head of Civil Service and Secretary to the Cabinet and log them into a register. 
· Work as an efficient and effective team member and contributed to the overall productivity of the Head of Civil Service and Secretary to the Cabinet office. 

Secretary
Kenyan Parliament, Nairobi - Kenya
March 1992 to January 1993
Reporting to: Assistant Clerk to the National Assembly
Duties and Responsibilities:
· Adhere to parliamentary procedure, practice, conventions, tradition and etiquette. 
· Offer administrative services to Members of parliament and various National Assembly committees. 
· Managing diaries and making appointments for the Assistant Clerk of National Assembly 
· Booking meeting rooms and setting up for meetings and breakout sessions. 
· Preparing and distributing papers and documents for meetings. 
· Maintaining filing systems. 
· Assisting Members of Parliament in typing parliament questions. 
· Photocopying and printing. 
· Handle telephone calls. 
· Typing outgoing correspondence. 
· Maintained a log of all outgoing correspondence/circular. 
· Received/processed/kept record of all incoming correspondence/circular. 
· Respond to invitations both in writing and over the telephone on behalf of the Assistant Clerk of National Assembly. 
· Work closely with various Government offices, Embassies and NGO offices in coordinating VIP visits. 
· Sorting all incoming letters addressed to the Assistant Clerk of the National Assembly and log them into a register. 
EDUCATION
· MBA in General Studies Bolton University - RAK, NO 2011 to 2016 (On Hold) 
· Human Resource Management University of Leicester - Leicester 2006 to 2008 
· Office Management/Secretarial Studies St. Marys Secretarial College 1990 to 1992 

AWARDS
· Vice Chancellor’s Award (Dr. Tayeb A. Kamali) Certificate of Appreciation 10yrs of dedicated service to the development and success of the Higher Colleges of Technology June 2014 
· Chancellor's Award (His Excellency Sheikh Nahyan Bin Mubarak Al Nahyan) Outstanding Support Staff Achievement June 2004 
· Director's Award (Dr. Robert Moulton) Outstanding Support Staff Achievement June 2009 

CERTIFICATIONS
· Advance Executive Secretary and PAs 2008 
· Writing Effective Policies and Procedures 2013 
· Fire Warden November 2009 to November 2010 
· Human Resources Management in the G.C.C 2008 
· Innovative HR Strategies 2004 
