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Career Objective:
To associate with vibrant organization which allows me to put my competencies to the best use and add value to the organization contributing to growth as an individual.
Work Profile:
· Port, Customs, & Free zone Corporation /Trakees (Govt. sector)
Dubai, U.A.E
From November 2014- Up To Present
Position:  Recruitment HR &  Administrator
· End to End Recruitment Process.( posting, screening, shortlisting, interviewing & offering.
· Screening: short listing candidates sourced through portal (Bayt and LinkedIn) and validating them on their experience and interest on the.

· Keep track of received data and documents.
· Responsible for managing employee probationary reviews 
· Hands in planning and implementing department projects.
· Prepare offer, contract & regret letters for all interviewed candidates.

· Work closely with HR administrator to follow up on pre-employment medical reports, issuance of employment I. D. cards, etc. Perform any other related duties
· Handling pre-employment medical reports, issuance of employment I. D. cards, etc. Perform any other related duties.
· Process the entire HR services request from the employees raised by the help desk
· Assist in payroll processing

· Identifying right candidates with required Skill set and experience and make sure that it should match with the requirement as per the job.
· Writing job specification and assisting in writing job description.

· Meeting hiring managers to understand niche skill profiles. 
· Conduct induction program and responsible for handling the orientation program.
· Promptly informing the rejected candidates about the reason for the rejections
· Monthly and quarterly headcount and hiring report. 
· -Background Verification: Background Verification was carried out for the employees as per the policy, education, experience.
· Using ERP Oracle HRIS System (Organizational Management, Personnel Administration), Update record of new joiners in HRMS.
· Teejan Electrical Trading L.L.C                                                                                                                                  
Sharjah, U.A.E
From Jan 2014- November 2014
Position:  HR Executive

Career Summary:
· Ensure that salaries, holidays and other leaves are accurately accounted for.
· Work closely with the public relationship officer to ensure that visa processes are dealt with in a timely and smooth manner.

· Handling end to end Recruitment process include writing requirements, sourcing, resume gathering, screening, interviewing and selecting process.
· Build the configurations for the HR and Payroll system
· Update monthly MIS reports.
· Payroll processing for monthly transfers of permanent, temporary and employees.
· Update record of new joiners in Tally ERP
· BCBS Florida                                                                                                                                   
Florida, USA
From January 2013- Up To Dec 2014
Position:  HR Executive Assistant
Responsibilities Handled:
· Handling end to end Recruitment & selection process
· Co-coordinating with placement consultants and negotiating on Contracts
· Sourcing and screening of candidates
· Follow-up the selected candidate
· Update MIS reports on monthly basis
· Issuing offer letter and Appointment letter
· Managing Induction Programs
· - Coordinates business travel.
· Acquainting the new employee about the company & its policies
· Hand in the Payroll processing for monthly transfers of permanent, temporary and employees.
· Update record of new joiners in HRIMS.
· Using ERP SAP HR System (Organizational Management, Personnel Administration) 
· EBS
    Virginia, USA
    From September 2012- Up To December 2012
    Position:  SAP HR Consultant “ Internship”
Responsibilities Handled:
· Time Management
· Organizational Management

· Personnel Administration
· Payroll, US (PY): 
·   Stars Trading
Virginia, USA
From Apr 2011- Up To Aug 2012
Position: HR Assistant 
Responsibilities Handled:
· Issuing offer letter and Appointment letter.
· Handling recruitment process.
· Preparing job postings for vacancies.
· Reviewing resumes and applications sent in by job applicants.
· Maintaining employee files and the HR filing system.
· Reviewing staff monthly vacation reports.
· Assisting with employee relations
· Educational Background
· M.B.A ( International Finance) 3.78GPA (Virginia International University, USA, VA,22033) December 2012
· M.B.A ( International Business Management) 3.78GPA ( VIA, USA, VA ) May 2013
· Bachelor Degree in Marketing & Management ( Yarmouk University) January 2010
· SAP HR trained at “XCELTECH” Virginia

· BA Trained at “EBS” Virginia 2012
· TOEFL IBT “106/120” June 2010
· Technical Qualification
· ERP SAP R/3/tally 9/ Oracle ERP
· Operating Systems: Windows XP/NT/98/200
· Databases:   MS SQL Server
· Microsoft Outlook (Internet & Email ) 

· MS ( Word, Excel, Power Point )
· Language
· Arabic – Mother Tongue
· English – Fluent
· Personal Detail
· Nationality   
   - Jordanian
· Date of Birth        - 11/23/1987

· Place of Birth       - Abu Dhabi
· Status  
            - Single
· Visa                    - Residence Visa 
· Driver License      - Jordan
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